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Civilian Personnel

HOURS OF DUTY, PAY, AND LEAVE, ANNOTATED

Further supplementation by subordinate commands



 is prohibited unless specifically approved by this



 headquarters, ATTN: APAJ-GA-CP.

Army Regulation 690-990-2, 15 April 1985, is supplemented as follows:

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

This supplement prescribes local policy and clarifies issues concerning the proper use of administrative leave (also referred to as excused absence).

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

This supplement applies to all U.S. Army Japan (USARJ)/IX Corps staff elements, subordinate commands, and units under the operational control of USARJ/IX Corps.

Book 630, Absence and Leave, is supplemented as follows:

Subchapter Sll, Excused Absence, Paragraph Sll-5, Administrative Discretion.  Add subparagraphs 1, m, n, and o after subparagraph k.


1.
Compliance with Local Requirements.



(1)
Employees may be excused from duty for up to a maximum of 4 hours for obtaining a new passport or renewal.



(2)
New employees are authorized 8 hours of duty time for briefings and processing upon arrival in the command.  New arrivals may be excused for an additional period of time for the purpose of locating suitable housing, but under no condition will the total excused time for this purpose exceed 3 workdays (24 hours).  Employees will also be considered in a duty status and excused without charge to leave or loss of pay for the actual time necessary to attend Newcomer's Orientation and Japanese Headstart Classes.
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(3)
When a sponsor is directed to move from one quarters to another, he/she and an employed family member may be excused from duty not to exceed 3 workdays (24 hours).  Employees who voluntarily move from one quarters to another must do so on their own time or on approved leave.



(4)
When a sponsor is preparing to depart Japan, he/she and an employed family member will be excused from duty for the time necessary to pack/crate household goods and clear household accounts.  Time allowed for this purpose will not exceed 4 workdays (32 hours).  Additionally, actual time required to clear the installation and process through the servicing civilian personnel office will be considered time excused from duty.



(5)
Employees will be excused from duty when they are required to appear as witnesses before a military court or board.



(6)
Employees may be excused from duty for actual time necessary for privately-owned vehicle (POV) registration and deregistration.


m.
Climatic or Earthquake Conditions.  Commanders may excuse nonessential employees from duty without charge to leave or loss in basic salary when an earthquake or extreme weather phenomenon occurs or is imminent and can reasonably be expected to affect adversely or jeopardize the health and welfare of personnel concerned.  If an early dismissal or post closure occurs during working hours, those employees on approved leave will continue to be charged leave.


n.
Organizational Events.  Employees who participate in installation-wide group activities, such as the annual Sportsfest and other activities specifically designated as a command activity, may be excused from duty without charge to leave.  All nonmission-essential personnel who wish to participate will be considered to be at their place of duty during these command-sanctioned events.  Employees who do not participate must work at their normal duty locations or take approved leave.  Employees must use annual leave to participate in payday activities, office or activity picnics, and similar social activities.


o.
Volunteer Activities.  As a general rule, it is inappropriate to pay an employee who is engaged in volunteer service.  However, employees may be granted excused absence for a brief period of time to participate in a volunteer activity that is directly related to the Army's mission, is officially sponsored by the head of the department, or will clearly enhance the professional development or skills of the employee in his or her current position.
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