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1.  FAMILY TIME



The Commanding Genenal, USARJ, approved USARJ Supplement 2 to AR 690-990-2 (Hours of Duty, Pay, and Leave Annotated) on 30 November 2000.  This supplement officially establishes the period beginning at 1500 each Wednesday as “Family Time” in order to allow employees more time with their families during the normal work week.


Family Time is already an established and popular program in the United States and European installations.  This is the first introduction in Asia.  The CG has decided to allow and encourage Japanese employees to participate in the program, as he regards Japanese employees as an important part of the USARJ team.  Considering the situation of Japanese employees, however, he decided that participation of Japanese employees should be truly voluntary.


Below are the questions and answers frequently raised regarding Family Time.  This may help you to understand the Family Time program.  

Q.  Are there differences in the program’s operation for U.S. citizens and Japanese employees?

A.  Yes, there are a number of differences.  These are discussed below:

    (1)  Generally, Family Time is mandatory for U.S. citizens, both soldiers and civilians. Participation in the Family Time program of MLC, MC, and IHA employees (hereinafter referred as Japanese employees) is encouraged, but not required.  This is because Japanese employees have a different situation than the U.S. citizen members of the Army team.  Many Japanese employees travel relatively great distances to get to work.  Sometimes as much as two hours of travel are involved.  Some are single parents who have tightly scheduled child-care arrangements.  Adjusting tours of duty for many of these individuals could cause them severe problems.  Supervisors of Japanese employees are expected to explain the Family Time program to them and encourage their participation; however, individual choice of participation/non-participation will be respected.  No one should pressure you to participate or not participate.
     (2) There are, of course, necessary exceptions.  Certain individuals are required to be on duty during Family Time because of the critical nature of their work in support of the security or welfare of the installation and community.  Obviously, we cannot close down the Military Police operation or the Fire Department.  Some activities such as Child Care Centers may be necessary during Family Time activities.  Those soldiers and employees whose positions fall into this critical category will be identified by appropriate supervisory and managerial personnel and approved by appropriate commanders. 

[image: image1.wmf]     (3)  The definition in the contracts and agreement covering Japanese employees allows a workday of longer than 8 hours.  Consequently, support of the Family Time program may not result in the use of overtime.  

Q.  How will the program be implemented?

A.  The following is a probable procedure your management may take:  

     (1)  The starting point for implementation is for supervisors to meet with their employees to explain the purpose of Family Time as well as the way it will operate (e.g., the options of Family Time work schedules available that meet operational requirements, and the possible adjustments to match special needs of employees).  This is a time for both explanation and answering of questions. 

     (2)  Care, and enough time, should be taken to assist employees in the development of tour schedules which will meet the needs of the mission, be acceptable to the employees, and support the Family Time program.  These schedules must maintain a 40-hour workweek, allow employees to be released each Wednesday at 1500, and avoid the use of either overtime or excused absence.

     (3) Flexible Work Schedules may be developed to implement the Family Time program.  If you already work in flexible work schedule, you are able to participate in Family Time by applying for adjustment of your flexible time.  Even if the management has not offered you a flexible work schedule before, they may consider allowing use of flexible work schedule for implementation of family time.  Ask your supervisor to see if you can apply for flexible work schedule or not.

     (4)  Your supervisor will submit an official Personnel Action Request of “Change in Work Schedule” to JESO if you decide to participate.  The personnel action will be forwarded to GOJ DFAB/DFAO/ LMO.
Q.  Is there a requirement for U.S. citizen supervision of those Japanese employees who do not participate in Family Time and who will therefore be on duty after 1500 hours on Wednesdays?

A.  There is no such requirement in the Master Labor Contract, the Mariners Contract, or the Indirect-Hire Agreement.  DoD, U.S. Forces Japan, and Army guidance concerning Japanese employment matters do not touch on this subject.  In short, the answer to this question is, “No.”  The following subparagraphs provide more detailed discussion of this issue:

     (1)  All soldiers, US civilians and Japanese employees, are responsible for their portions of the mission, and it is doubtful that any receive supervision all of the time.  The degree to which a Japanese employee needs supervision depends upon the particular situation, just as it does for any other employee.  It is not unusual for a Japanese employee to come to work early or stay late or work on a weekend (with no supervision) because he or she wants to complete an important project.  Family Time is no more than 2 hours a week.  Certainly, any competent employee can be without direct supervision for 2 hours out of 40.

     (2)  However, there may be situations in which a commander or manager feels the need for U.S. citizen presence while a Japanese employee is on duty.  This is a management decision which should be made carefully.  If such supervision is determined to be needed, then the U.S. citizen who will provide that supervision will be excluded from Family Time.  This should be a very rare occurrence.

Q.  How does Family Time affect holidays?  If a holiday falls on a workday of more than 8 hours, do I have to make up the hours over 8 hours on a different day?

A.  No.  Japanese employees will be granted a holiday all day regardless of the work hours.  You do not have to make up the difference on a different day.  On the other hand, while most of the holidays are either on Mondays or Thursdays, some holidays such as the 4th of July may fall on Wednesday sometime.  Even if the work hour on the holiday is shorter than 8 hours, you will not be able to take off for the difference on a different day.

Q.  Is it true that I need to take 1 hour lunch time when I work longer than 8 hours?  I don’t want to spend 15 minutes longer at work.

[image: image2.wmf]A.  Yes.  The MLC and IHA require a minimum 1-hour recess when an employee works longer than 8 hours a day.  When an employee works more than 6 hours but not more than 8 hours, a minimum 45-minute recess should be provided.  They are intended to protect employees by providing a longer recess when employees work longer hours.  You do not spend 15 minutes a day longer at work.  40 hour workweek remains unchanged.  Your lunch time is your free time rather than work time.  You may want to do some exercise, leave your office to go shopping or go out to a restaurant for lunch and a chat with your friends.  Employees who wanted to do so but couldn’t because of the short recess may be able to do so with the longer lunch time. 

Q.  How does Family Time affect my annual leave?

A.  (1)  Annual leave can be taken in hourly or daily unit.  If you participate in Family Time, your new work schedule may include a fractional hour such as 8 hours and half.  But you’ll still be able to apply for a full day annual leave.  (Of course, you are not able to take a fractional hour such as one and half hour annual leave.)  A fractional hour taken will be carried over to the following months and consolidated to a full hour.  You may want to schedule your annual leave carefully especially towards the end of the year so that no fractional hour remains unused.   If you still have a fractional hour at the end of December or your contract year, a fraction of 30 minutes or more will be rounded up to 1 hour, and a fraction of less than 30 minutes will be rounded down.

      (2)  If you are a trial period employee, you acquire one 8-hour day annual leave after each 30 calendar days served.  You can use your annual leave either in hourly increments or day increments.  You may not be able to take a full day of 8 and half hour until you serve 60 calendar days or more. However, if you take a full day of 6 hours in the second month, you will be able to take a full day of 8 and half hours after each 30 calendar days.  Unused annual leave during a trial period will be carried over and may be used after becoming permanent employees.
Q.  How does Family Time affect other leaves such as summer leave and mourning leave?  If I take summer leave or mourning leave on Thursday, Friday and Monday of 8 hours and half each, do I have to work half hour each day? 

A.  No, you can take those leave full day(s) regardless of hours of work a day.  Many leaves such as summer leave and mourning leave can be taken only in day increments.  Unlike annual leave where an employee can use 160 hours paid leave a year for any purposes, those leaves such as summer leave and mourning leave are intended to grant certain period of time off for respective purposes.  Some employees who work other than 8 hours a day have already taken a full 3 day summer leave and full day(s) of mourning leave regardless of the hours of work per day.  On the contrary, even if such leaves are taken on Wednesdays of 6 hour work, the employee can not take 2 hours off on other days. 
Q.  What exactly should a Family Time work schedule look like?

A.  There is no standard work schedule for Family Time.  The work schedule should be developed between the management and employees based on operational requirements and employee’s need.

      (1)  If you use flexible work schedule, core time (the period of workday during which all employees must be present for duty) will be from 0900 to 1100 and from 1300 to 1545 on Mondays, Tuesdays, Thursdays, and Fridays.  On Wednesdays, core time will be from 0900 to 1100 and from 1300 to 1500.  Flexible time (within flexible time periods, employees may select and vary their starting and quitting times within limits set by management) will be from 0630 to 0900, 1100 to 1300, and 1545 to 1800 on Mondays, Tuesdays, Thursdays, and Fridays.  On Wednesdays, flexible time will be from 0630 to 0900 and from 1100 to 1300.

      (2)  A few sample work schedules are attached to this newsletter as a reference.  An employee in the sample schedule will work 8 and half hours for Mondays, Tuesdays, Thursdays and Fridays and 6 hours on Wednesdays (This makes 40 hours a week.).  A fractional hour should be preferably in 30-minute (1/2 hour) increments or if required in 15-minute (1/4 hour) increments in order to minimize administrative burden on your timekeepers.  For instance, when you take a full day of annual leave with a fractional hour, your timekeeper needs to keep track of a fractional hour for months until they add up to a full hour.   If you develop work schedules with fractional hours other than 30 or 15 minute increments, it will take many months or may be unable to add up to a full hour within your leave year.


This is a new experience for us to work such flexible schedules.  As we begin operating the program, no doubt new unthought-of questions will occur.  Please feel free to call the MER Branch at 263-4938/3574 to ask any questions and to share 

any ideas for improvement.


You may feel that the Family Time is complicated as you read.  Many new programs seem complicated at the beginning, but turn out to be simpler.  The Family Time program will turn out to be much easier as you get used to it.  Please understand that the Family time program is established for good reasons.  If you participate, enjoy your Family Time!


(MER Br.  263-4938/3574)

2  NOTICE OF MLC/IHA REVISION


Recent modifications to MLC/IHA are introduced as follows:

A.  Family Allowance


A part of the family allowance amounts was revised effective 1 April 2000 as follows (The amounts in the parenthesis are the amount prior to this modification):


Up to two dependents other than spouse:  6,000 yen (5,500 yen)


From the third dependents other than spouse:  3,000 yen (2,000 yen)

B.  Year End Allowance


The rate of the Year End Allowance was 

revised effected 1 April 2000 as follows 

(The rates in the parenthesis are the rates prior to this modification):

As of 1 Dec


(1)  On the payroll 180 days or more:





215% (235%)


(2)  On the payroll 150 days or more but less than 180 days:
172% (188%)


(3)  On the payroll 90 days or more but less than 150 days:

129% (141%)


(4)  On the payroll less than 90 days:




          64.5% (70.5%)

C.  Basic Monthly Wage


There is no change in the basic monthly wages.

3.  17TH ASG COMMANDER’S ACTION LINE

Commander’s Action Line is open to everyone who has concern, comment, or complaint about the installation.  It is confidential and you will receive the reply directly from the Commander, 17th ASG.  The number is 263-3359 and an e-mail 

[image: image3.wmf]address is as follows:  17ASGCAL@zama-emh7.army.mil.  It is bilingual so you can call or send e-mail in either English or Japanese.  Any question, please contact Ms. Toi in the 17th ASG Command Group at 263-5339.

EXAMPLES OF FAMILY TIME WORK SCHEDULES

Sample Schedule # 1










Mon, Tue, Thu, Fri





Wednesdays 
0745 – 1200  4.25 hours of work



0800 – 1200  4 hours of work

1200 – 1300  1-hour lunch break*



1200 – 1300  1-hour lunch break

1300 – 1715  4.25 hours of work



1300 – 1500  2 hours of work

Sample Schedule # 2










Mon, Tue, Thu, Fri





Wednesdays

0730 – 1200  4.5 hours of work



0800 – 1200  4 hours of work

1200 – 1300  1-hour lunch break*



1200 – 1300  1-hour lunch break

1300 – 1700  4 hours of work




1300 – 1500  2 hours of work

Sample Schedule # 3











Mon, Tue, Thu, Fri





Wednesdays

0800 – 1200  4 hours of work




0800 – 1200  4 hours of work

1200 – 1300  1-hour lunch break*



1200 – 1300  1-hour lunch break

1300 – 1730  4.5 hours of work



1300 – 1500  2 hours of work

*NOTE: MLC and IHA require minimum 1-hour recess when an employee works longer than 8 hours a day.  When an employee works more than 6 hours but not more than 8 hours, minimum 45-minute recess should be provided.

(MER Br.  263-4938/3574)
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