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COMMAND POLICY MEMORANDUM  03-46

FOR SEE DISTRIBUTION

SUBJECT:  U.S. Army Japan 5-Year Rotation Policy

1. Reference.  

a. Department of Defense (DOD) 1400.25-M, Civilian Personnel Manual, Installment 11, 

Chapter 301, Subchapter 4, Rotation of Employees from Foreign Areas, 24 August 1988.


b.
Department of Defense (DOD) Priority Placement Operations Manual, Chapter 5, 

July 1998.


c.
Headquarters, United States Army Japan (USARJ) Supplement 1 to Army Regulation 690-300, 25 April 2001.
2.
Coverage.  All Army activities in Japan.

3.
Policy.  It is DOD policy to limit the foreign-area employment of appropriated fund civilian employees to 5 years.  Certain groups of employees are exempt from or not covered by this policy.  These exemptions are found at the enclosure 1 to this memorandum.

4.
Responsibilities.


a.
The Commanding General (CG), USARJ and 9th Theater Support Command (TSC), will--



(1)
Establish the USARJ Overseas Tour Extension Review Committee (hereinafter referred to as the “Committee”).



(2)
Be the approval authority for all tour extensions over 5 years for employees assigned to Headquarters, USARJ, and the U.S. Army Garrison, Japan (USAG-J) and 10th Area Support Group (10th ASG).



(3)   Review the 5-year overseas rotation program for all Army activities in Japan. 
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b.
The USARJ staff principals will--



(1)
Make recommendations to the Chief of Staff (CS) identifying individuals for tour extensions that would not extend the employee’s total overseas service beyond 5 years.



(2)
Make recommendations to the CG identifying individuals for tour extensions that would extend the employee’s total overseas service beyond 5 years.


c.
The CS, USARJ, is the approving official for the USARJ and 9th TSC staff personnel being nominated for extensions up to 5 years.


d.
The Commanders, USAG-J and 10th ASG will--



(1)
Be the approving authority for all renewal tours and extensions up to 5 years for employees in their respective commands.



(2)
Make recommendations to the CG identifying individuals for tour extensions that would extend the employee’s total overseas service beyond 5 years.



(3)
Communicate management’s intent to extend/not extend employee’s tour, and obtain employee’s acknowledgement of tour extension decision.



(4)
Ensure that tour extension requests are forwarded to the Committee by the assigned suspense date.  



(5)
Provide justification for all tour extensions, ensuring full support of tour extension requirements, as stated in DOD1400.25-M, chapter 301, subchapter 4, Rotation of Employees from Foreign Areas, 24 August 1988.


e.
The Commanders, of Army tenant activities will--



(1)  Be the approving authority for all renewal tours and extensions up to 5 years for employees in their respective commands.



(2)
Make recommendations to the delegated approving authority commander identifying individuals for tour extensions that would extend the employee’s total overseas service beyond 5 years.



(3)
Communicate management’s intent to extend/not extend employee’s tour, and obtain employee’s acknowledgement of tour extension decision.
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f.
Supervisors will--



(1)
Make recommendations for extensions of overseas tours to their appropriate commander or to the appropriate Staff Principal.



(2)
Review the organization’s mission and provide documentation supporting the need to extend an employee’s overseas tour.



(3)
Ensure that employees who have not been extended take the appropriate action to register in the Priority Placement Program within 7 workdays after notification that their tour is not being extended, or no later than the earliest possible registration date per reference b. above, chapter 5, section C.1.c.  An employee with no return rights who fails to register will be subject to separation at the end of their tour.  

5.
USARJ Overseas Tour Extension Review Committee.


a.
The Committee will be composed of the Deputy Commander (DC); the CS; the Deputy Chief of Staff, G-1 (DCS, G-1); representatives from the USAG-J and 10th ASG; representatives of the Civilian Personnel Division, DCS, G-1; and the USARJ Equal Employment Officer (EEO).  


b.
The DC, USARJ, will be the Chairperson of the Committee.


c.
Committee members will--



(1)
Review and make recommendations on tour extensions requiring the approval of the CG, USARJ and 9th TSC.



(2)
Meet semi-annually to review all tour extension recommendations approaching the 6-month notification period. 



(3)
Prepare an annual evaluation of the Overseas Rotation Program for the CG, USARJ and 9th TSC.

6.
DOD guidance on the implementation of this policy allows commanders to approve renewal tours and extensions beyond 5 years.  The 5 year limitation ensures that management has the necessary flexibility to regulate the ever-changing foreign area workforce requirements while providing a continuous flow of jobs and career-enhancing experiences for its employees.  In most cases, employees who have reached the 5-year mark in one or more foreign areas will return to the United States.  Requests for renewal tours or extensions beyond 5 years will be rare and 
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based on significant command needs, career development considerations, or situations of a 

humanitarian nature.  All requests for renewal tours or extensions beyond 5 years for all Army activities will be coordinated through the Civilian Personnel Management Division (CPMD), DCS, G1 prior to higher headquarters approval. The following are examples of situations that may support a renewal tour or extension:


a.
An organization’s mission will be seriously harmed if the employee leaves at the current time (e.g., the employee is engaged in an important special project that cannot be handled effectively by another individual without significant delay and/or cost).

b.
An employee recently has been promoted or assigned to a new and challenging position, and management has decided that their remaining in Japan for 1 to 2 years longer will enhance the employee’s career development goals.


c.
The employee wants his or her child to complete the current school year before traveling to a new location.  In this case, a short-term extension of the current tour might be approved.  

7. Commanders and managers will plan well ahead of an employee’s departure date in order to 

ensure that effective recruitment efforts are made.  If there is need for a position overlap, recruitment efforts will begin early.  Requests for extensions of employees based on lack of a selected replacement will not be approved unless there is evidence that recruitment began with sufficient lead-time, and that the position is critical and difficult to fill.  Managers should seek the assistance of the Civilian Personnel Advisory Center (CPAC), DCS, G-1, staff to determine the most effective timing for the recruitment and the best sources of applicants.  Take special care to protect the reemployment rights of employees nearing the 5-year mark.  Usually, reemployment rights are lost after 5 years, thus requiring employees to register in the DOD Priority Placement Program.

8.
Employees who are exempt from the 5-year rotation policy whose status is subsequently changed will be required to sign a rotation agreement equivalent to one renewal agreement tour of duty.  All immediately preceding employment with the DOD in a civilian appropriated fund capacity shall be included in calculating the 5-year period.

9.
Individuals being assigned to Japan who have not resided in the United States (U.S.) and or its territories or possessions for 1 full year prior to the date of assignment will not begin a new 5-year period for rotation purposes.   All prior foreign overseas appropriated fund service that has not been interrupted by at least 1-year of residence in the U.S. will be counted when determining total service for the purposes of the 5-year limitation. 
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10.  Dual sponsored family members serving on separate overseas rotation agreements are not authorized establishment of a common date eligible for return from overseas (DEROS).  Should the departure of one dual sponsored family member precede the other, a family member may elect to terminate their self-sponsored overseas status.  Such an election will result in a change in status to “family member”  The family member will be required to sign a “Request for Change in Status-Statement of Understanding,” as shown in the enclosure 2.

11.  The CPMD will prepare an annual rotation trend analysis of all units and Army activities in Japan through coordination with the responsible servicing CPAC.  All activities must provide documented reasons supported by resource and mission requirements and/or humanitarian reasons for extending employees.  To ensure consistency when making tour-extension decisions, the information provided will include:    

a.
Employees who were considered for tour extensions.

b. Employees who were extended.

c. Employees who were not extended.

d. The reasons for management’s decision to extend.

12.
 The MSC or delegation of authority commander approval is required when selection of an individual from another overseas geographic area whose tour in an Army activity in Japan would result in serving more than 5 years in an overseas area. In addition, if a selection requires a PCS move from another overseas geographic area for less than 1 full renewal tour (24 months), the MSC or delegation of authority commander must review the selection before a final job offer.  

If approval is obtained in either situation above, a request for an additional tour extension is not required by the USARJ Commander for USARJ positions or review by USARJ, CPMD for all other activities until the employee has served at least 36 months in Japan.

13.
 Non-USARJ commanders are expected to assist in carrying out my responsibilities as the 

senior Army Commander in Japan, by adopting a similar goal and timeframe.  Such consensus among commands in Japan ensures that all employees are treated fairly, and that the spirit of the DOD policy is met in a uniform manner throughout this foreign area.  In addition, area commands will avoid hiring individuals from other local commands whose tours have surpassed 5 years and whose renewal or extension requests have been denied.  “Command hopping,” in 

order to defeat the intent of the DOD policy, is discouraged.  If a commander has a legitimate reason for hiring an employee whose overseas renewal tour or extension has been denied, that commander will coordinate directly with the losing commander. 
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14.
 This command policy memorandum supersedes USARJ Command Policy Memorandum 
03-8, 21 May 2003.

15.
 The POC for this action is Mr. Carey H. Shires, 263-8055.










SIGNED
2 Encls
ELBERT N. PERKINS

1.  Exemptions
MG, USA

2.  Statement of Understanding
Commanding

DISTRIBUTION:

A

B
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EXEMPTIONS FROM THE 5-YEAR ROTATION POLICY

The following employees are exempt from or not covered by the DOD 5-Year rotation policy:

Excepted Service Employees:

Excepted service positions, are those positions that can be “excepted” from some of

the usual Federal rules required for positions in the competitive service--especially those pertaining to the hiring process.  Excepted service positions are not covered under the DOD 5-Year rotation policy, such positions at Camp Zama include Attorneys and Directors of Religious Education.  Department of the Army has authorized that Defense Civilian Intelligence Personnel System (DCIPS), Intelligence Specialist positions in the excepted service may be covered by the 5-year rotation program and the policy of this command is that such positions are corrected.
Grandfathered Employees:


a.  Employees who were on the rolls in a foreign area on or before 1 April 1966 and who have not had a break in service or a non-foreign assignment since that date.  The DOD rotation program was implemented on 1 April 1966.


b.  Employees who were in grades GS-6 and below and non-supervisory Federal Wage System positions before 24 August 1988, have not had a break in service, and have not been promoted above those levels since that date.  The DOD made a change eliminating exemptions for these employees on 24 August 1988.

Family Member Employees:  Family members of active duty military personnel and U.S. citizen civilian sponsors, including nonappropriated fund sponsors, who are not on their own rotation tour are exempt from the DOD rotation policy.

Overseas Unique Employees:  These employees are assigned to positions that require frequent contact with officials of the host nation and a detailed, current knowledge of the culture, mores, laws, customs, and/or government processes of the host nation, which usually cannot be acquired outside of the host nation.  These positions must be designated formally as “overseas unique,” and a statement to that effect placed in the job description.

NOTE:  There are no longer any civilian positions in the command considered to be Overseas

Unique.

Encl 1
REQUEST FOR CHANGE IN STATUS – STATEMENT OF UNDERSTANDING
I, (employee’s name), hereby elect to terminate my status as a self-sponsored overseas employee and to change my status to “family member” to enable me to (enter reason, ________________)
and remain in the overseas area as a family member only for the period that my spouse is officially assigned to the area.  I understand and agree to the following conditions as evidenced by my initials on the line preceding each item and my signature at bottom of page.

_________My eligibility to remain in the overseas area is limited to my spouse/sponsor’s authorized tour of duty and I will depart with my sponsor at such time that he/she performs travel for the purpose of PCS or Separation from Federal Service.

_________Renewal of ID card and/or passport will be as a family member and must be requested and processed by my spouse/sponsor.

_________I will be ineligible to register in the DOD Priority Placement Program as a non-displaced overseas returnee.  Eligibility to register as a family member will be determined based on sponsor’s status at time of departure from overseas duty location, e.g. may be eligible to register upon arrival at new duty location if sponsor makes PCS move to DOD activity in the United States.

_________I will be ineligible for overseas allowances and/or differential (with the exception of Post Allowance).  If government quarters are currently occupied in my name, I understand I am responsible for advising the housing office of my change in status and may only occupy government provided quarters based on my spouse/sponsor’s eligibility.

_________I will continue to be eligible for maximum annual leave carry over of 360 hours and accrual of home leave as long as I remain continually employed/physically assigned in foreign overseas area(s).  At time of departure from foreign overseas area, maximum leave carry over limit will be determined IAW provisions of 5 C.F.R. 630-302.  Eligibility to accrue/use home leave terminates upon departure from foreign overseas area or separation form Federal employment (whichever occurs first).

____________________________________________________________    ________________

(Full Name – Typed or Printed)                (Signature)



   (Date)
Encl 2

