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HOURS OF DUTY, PAY, AND LEAVE ANNOTATED

Further supplementation is prohibited.
Army Regulation (AR) 690-990-2, 15 April 1985, is supplemented as follows:

Page (I), paragraph 1, Purpose.  Add the following:

This supplement prescribes United States Army Japan (USARJ) policy, sets forth responsibilities, and provides instructions for the establishment of flexible work schedules.

Page (I), paragraph 2, Applicability.  Add the following:

This supplement applies to Headquarters (HQ), USARJ and the U.S. Army Garrison, Japan (USAG-J).  The guidance contained herein may be used in other commands and activities receiving support from USARJ.

Page 1-1, Book 610, Hours of Duty, subchapter S1, Weekly and Daily Scheduling of Work.  Add subparagraph g after subparagraph f.


g.
Responsibilities.



(1)
The authority and responsibility for establishing tours of duty for civilian personnel belong to the chiefs of HQ USARJ staff offices and the Commanders, USAG-J and 10th ASG. The Commanders, USAG-J and 10th ASG, may redelegate this authority to commanders and managers who report directly to them.

___________
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(2)
Those to whom this authority has been granted have the responsibility to determine whether or not a flexible schedule will be implemented, where it will be placed in effect, and to what degree it will be used.  These decisions will be based on an ongoing review of mission requirements, individual employee desires, and equity.  Mission requirements will take precedence over other considerations when scheduling tours of duty.

Page 1-2, paragraph S1-4, Establishment of Work Schedules.  Add subparagraphs k through n after subparagraph j.


k.
Family Time.



(1)
The Commanding General, USARJ and 9th Theater Support Command, has designated Wednesdays, beginning at 1500, as “Family Time.”  In order to allow Department of Army Civilian (DAC) employees more time with their families during the normal workweek, DAC employees will be encouraged to participate in the Family Time Program.  DAC employees who voluntarily elect to participate in the Family Time Program will be released from duty at 1500 each Wednesday.  Commanders and managers are to support an employee’s election.  Employees in positions supporting the safety, security, and welfare of the installation and community may be excepted from this policy.  To implement this policy, commanders, managers, and employees may develop flexible work schedules that will ensure that employees are released from duty during the Wednesday Family Time period, while still completing their full biweekly work requirement (normally 80 hours).  While it is feasible for DAC employees to be released on Wednesdays at 1500 without using flexible work schedules, the traditional possible work schedules are limited and may not be desirable (e.g., beginning the workday at 0630, taking a 30-minute lunch break, and leaving at 1500).



(2)
Employees working under the Master Labor Contract (MLC), Mariners Contract (MC), and Indirect Hire Agreement (IHA) will be encouraged, but not required, to participate in the Family Time Program.  If they choose to participate, they will work with their supervisors to develop tours of duty that will allow them to be released at 1500 on Wednesdays, while maintaining a 40-hour workweek.  Flexible work schedules may be used for this and/or other purposes.  Under no circumstances will commanders, managers, or supervisors pressure their local national employees to participate.  Such participation, if it occurs, must be truly voluntary.


l.
Flexible Work Schedules.



(1)
A flexible schedule splits the workday into two types of time:  “Core” time and “flexible” time.  Core time is that period of the workday during which all employees must be present for duty unless otherwise in an approved leave or excused absence status.  
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Within flexible time periods, employees may select and vary their starting and quitting times within limits set by management.  Dividing the workday into core time and flexible time allows employees some freedom in determining their work hours, while ensuring that peak workload periods are covered.



(2)
See appendix A, this supplement, for examples of flexible work schedules.


m.
Special Requirements for U.S. Citizens on Flexible Work Schedules.



(1)
Employees on flexible schedules may elect the use of “credit” hours in order to be released from duty during the Family Time period.  Credit hours are those hours within a flexible work schedule that an employee elects to work in excess of the basic work requirement in order to vary the length of a workweek or workday.  Not more than 2 hours of credit time may be earned or used on any 1 day except as noted below.  No flexible schedule will result in official overtime being directed, performed, or paid. 




(a)  On an occasional basis with supervisory approval (not more than once every 
2 months), an employee may use 8 credit hours on 1 day. 



(b)  Six weeks prior to an employee permanently departing the command, they may be approved to use 8 credit hours at a time until they have depleted their account if they so desire. 





(2)
For DACs who elect to participate in the Family Time Program, core time 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 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.



(3)
Because the law requires that full-time employees on flexible schedules, who do not work on a holiday, be paid for 8 hours of work, managers must be prepared to develop alternate schedules for any pay period in which a Federal holiday occurs, if that holiday falls on a DAC employee’s workday that has a regular tour of other than 8 hours.  The alternate schedule must maintain a 40-hour workweek and an 8-hour day for the day that is designated as a holiday.  Since holidays are known at the beginning of the calendar year, managers should prepare appropriate alternate schedules well in advance of any holiday period.  In addition, managers may be required to make one-time adjustments to tours of duty during pay periods when employees are on temporary duty (TDY) for training or other management reasons.
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(4)
Document and approve flexible schedules on the form entitled “Work Schedule Change” and enter this information into the Defense Civilian Pay System (DCPS) time and attendance module with Alternate Work Schedule (AWS) Code 3.  The person in the activity who is responsible for preparing time and attendance documents will maintain the approved “Work Schedule Change” forms.



(5)
A lunch break will be scheduled for DAC employees approximately at the midpoint of the workday.  Lunch breaks will be at least 30-minutes long.



(6)
For DACs who do not participate in Family Time, core time will be from 0900 to 1100 and from 1300 to 1545.  Flexible time will be from 0630 to 0900, 1100 to 1300, and 1545 to 1800.


n.
Flexible Work Schedules for MLC, MC, and IHA Employees.



(1)
For MLC, MC, and IHA employees who participate in Family Time, core time 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 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)
For MLC, MC, and IHA employees who do not participate in Family Time, core time will be from 0900 to 1100 and from 1300 to 1545.  Flexible time will be from 0630 to 0900, 1100 to 1300, and 1545 to 1800.



(3)
Restrictions discussed in paragraph S1-4m, this supplement, concerning the use of credit hours to avoid overtime, and the need to adjust schedules because of holidays on which an employee does not work, do not apply to local national employees.  Credit hours will not be used because the Government of Japan does not have the required time-keeping accounting systems.

(4) A lunch break will be scheduled for MLC, MC, and IHA employees approximately at the midpoint of the workday whether or not flexible work schedules are used.  For employees working between 6 and 8 hours a day, the lunch break must be at least 45 minutes in length.  

Local national employees must receive a lunch break of not less than 1 hour on any day during which they work more than 8 hours.
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APPENDIX A

EXAMPLES OF FLEXIBLE WORK SCHEDULES


EMPLOYEE A

EMPLOYEE B

Mon, Tue, Thu, and Fri
Mon, Tue, Thu, and Fri


0745 - 1200  4.25 hours of work

0700 - 1100  4 hours of work


1200 - 1300  1-hour lunch break

1100 - 1300  lunch/fitness break


1300 - 1700  4 hours of work

1300 - 1730  4.5 hours of work


Wednesdays

Wednesdays

0700 - 1200  5 hours of work

0700 - 1100  4 hours of work


1200 - 1300  1-hour lunch break

1100 - 1300  lunch/fitness break


1300 - 1500  2 hours of work

1300 - 1500  2 hours of work


EMPLOYEE C*

EMPLOYEE D*


Mon, Tue, Thu, and Fri

Mon, Tue, Thu, and Fri

0700 - 1115  4.25 hours of work

0800 - 1200  4 hours of work


1115 - 1200  45-minute lunch break

1200 - 1245  45-minute lunch break


1200 - 1545  3.75 hours of work

1245 - 1645  4 hours of work


Wednesdays

Wednesdays

0630 - 1200  5.50 hours of work

0630 - 1200  5.50 hours of work


1200 - 1230  30-minute lunch break

1200 - 1230  30-minute lunch break


1230 - 1500  2.50 hours of work

1230 - 1500  2.50 hours of work

*NOTE:  Only DAC employees may use schedules for Employees C and D.  All MLC, MC, and IHA employees must have a lunch break of at least 45 minutes.
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GLOSSARY

Section I.  Abbreviations.

AR


Army regulation

ASG

Area Support Group

AWS

Alternate Work Schedule

DAC

Department of Army Civilians
HQ


headquarters

MLC

Master Labor Contract

TDY

temporary duty

U.S.

United States
USARJ
United States Army Japan

Section II.  Terms.

This section contains no entries.

Section III.  Special Abbreviations.

This supplement used the following abbreviations, brevity codes, and acronyms not contained in AR 310-50, Authorized Abbreviations, Brevity Codes, and Acronyms, 15 November 1985.

DCPS

Defense Civilian Pay System
IHA

Indirect Hire Agreement

MC

Mariners Contract

USAG-J
U.S. Army Garrison, Japan
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