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Section (CPS) of the Force Support Squadron or an Army and Air Force Exchange Service
(AAFES) Human Resources Office (HRO) in Japan. This publication requires the collection
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Ensure that all records created as a result of processes prescribed in this publication are maintained
in accordance with (IAW) Air Force Manual (AFMAN) 33-363, Management of Records, and
disposed of IAW the Air Force Records Information Management System (AFRIMS) Records
Disposition Schedule (RDS) located at https://www.my.af.mil/afrims/afrims/afrims/rims.cfm.
Refer recommended changes and questions about this publication to the Office of Primary
Responsibility (OPR) using AF Form 847, Recommendation for Change of Publication; route AF
Forms 847 from the field through their appropriate chain of command.

(KADENAAB) The Fifth Air Force Instruction (5 AFI) 36-102, Personnel Administration of
Master Labor Contract (MLC) and Indirect Hire Agreement (IHA) Employees (PA), 10 September
2018, is supplemented as follows: This publication provides managers and supervisors with
instructions for administration of MLC and IHA employees. It is a standalone publication and
must be read in conjunction with 5 AFI 36-102. It applies to all organizations serviced by the
Kadena Air Base (AB) Civilian Personnel Flight in Japan using MLC or IHA employees. This
supplement requires collecting and maintaining information protected by the Privacy Act of 1974
authorized by 10 U.S.C. 8013, Secretary of the Air Force: powers and duties; delegation by, and
E.O. 9397 (SSN). System of Records Notice FO36 AFRES A, Personnel Interview Record, applies.
Refer recommended changes and questions about this publication to the OPR using the AF Form
847, Recommendation for Change of Publication; route AF Forms 847 from the field through the
appropriate functional chain of command. Ensure that all records generated as a result of processes
prescribed in this publication adhere to Air Force Instruction (AFI) 33-322, Records Management
and Information Governance Program, and are disposed of in accordance with the Air Force
Records Disposition Schedule which is located in the Air Force Records Information Management
System.

SUMMARY OF CHANGES

This document has been substantially revised and must be reviewed in its entirety. Deleted
portions which were redundant with MLC/IHA provisions throughout this publication.
Established as a new Chapter “Post-Retirement Employment (PRE)” and described PRE selection
criteria, performance evaluation, and appointment process (Chapter 3). Established two (2) new
5 AF Forms to certify One-Day of Mourning Leave and Parent’s Memorial Ceremony (Chapter
9). Revised 5 AF Form 55EJ, Tentative Annual Schedule, to include carried-over annual leave
hours to be entered (Chapter 9) and 5AF Form 50EJ, MLC Special Work Allowance Report, to
change the title to “MLC/IHA Special Work Allowance Report” to make available for both MLC
and IHA (Chapter 11).

(KADENAAB) This publication has been revised and must be reviewed. Recertify the use of
Kadena AB Form 1EJ, Application for Kadena Vacancy Announcement, and Kadena AB Form 1-
1EJ, Continuation of Employment History.
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Chapter 1
GENERAL PROVISIONS

1.1. General. The Master Labor Contract (MLC) and Indirect Hire Agreement (IHA) are
government-to-government contracts/international agreements. They set forth the agreed terms
and conditions concerning utilization of and compensation for the services of Local National (LN)
employees employed by the Ministry of Defense (MOD) of the Government of Japan (GOJ) to
provide service to the United States Forces, Japan (USFJ). For MLC, the United States
Government (USG) is represented by the MLC Contracting Officer. For IHA, the USG is
represented by the IHA Administrator. For both MLC and IHA, the GOJ is represented by the
Deputy Director General, Bureau of Local Cooperation, MOD.

1.1.1. MLC employees support USG activities funded with appropriated funds. IHA
employees support those organizations described in Article XV of the Status of Forces
Agreement (SOFA) that are Non-Appropriated Fund Instrumentalities of the USG. The legal
employer for both MLC and IHA employees is the GOJ.

1.1.2. USFJ and GOJ are responsible for full utilization and effective management of MLC
and IHA employees. Managers and immediate supervisors of MLC and IHA employees are
responsible for day-to-day supervision, position management, direction, control, training,
discipline, etc. within the scope of the provisions in the agreed contract and agreement.

1.1.3. Under authority delegated by the MLC Contracting Officer and IHA Administrator,
Contracting Officer’s Representatives (CORs) and IHA Administrator’s Representatives
(IHARs) of USAF and AAFES Civilian Personnel Section/Human Resources Office
(CPS/HRO) work jointly with the cognizant Regional Defense Bureau/Defense Offices
(RDB/DO) of the MOD to conduct day-to-day personnel administration and implementation
of all personnel actions processed under MLC and IHA provisions. The Labor Management
Organization (LMO) serves as the MOD’s administrative agent.

1.2. Contracting Officer's Representatives/IHA Administrator’s Representatives:

1.2.1. CORs execute the MLC and IHARs execute the IHA within the limits of authority
specified in writing by the MLC Contracting Officer and IHA Administrator, respectively.
CORSs/IHARs are expected to protect the interests of the USG in contractual relationships by
their actions, and will not take any positions and/or actions contrary to the best interests of the
USG or contrary to guidance and instructions of the MLC Contracting Officer and/or IHA
Administrator.

1.2.2. Commanding Officers of CPS/HRO activities will prepare a memorandum to nominate
qualified and responsible CPS/HRO members to perform duties as CORs and IHARs.
CPS/HRO send new requests for designation, changes, and terminations to 5 AF/AL, along
with an original copy of DD Form 577, Appointment/Termination Record - Authorized
Signature. The memorandum will itemize responsibilities of the designee. 5 AF/A1 will
acknowledge new designations, and changes, and termination, and forward the request to the
MLC Contracting Officer and IHA Administrator, as appropriate.
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1.2.3. Contracting Officer’s Representative for Appeals (CORA)/Indirect Hire Agreement
Administrator’s Representative for Appeals (IHARA). The CORA is responsible for
processing and deciding MLC third step grievances in accordance with procedures described
in the MLC. Similarly, the IHARA is responsible for processing and deciding IHA third step
grievances in accordance with procedures described in the IHA. For Air Force (AF)
installations in Japan and for AAFES, 5 AF/Al serves as the CORA and IHARA for MLC and
IHA, respectively. As an exception, alternate CORA/IHARA will be appointed to the cases
when the matter of grievance was an action effected by 5AF/Al as COR per paragraph 1.2.4
below or when 5AF/A1 provided guidance as COR to the matters being grieved.

1.2.4. The 5 AF/A1 shall be appointed as the primary COR for 5 AF and the subordinate wings
to resolve disputes between management and the CPS on matters pertaining to:

1.2.4.1. Personnel Action Requests (PARs) under Chapter 2 of the MLC;
1.2.4.2. Position Classification Determinations under Chapter 3 of the MLC,;
1.2.4.3. Disciplinary Terminations under Chapter 8 of the MLC,;

1.2.4.4. Security Risk Terminations under Chapter 9 of the MLC; and

1.2.4.5. Incapacitation, Disability, and Disqualification Terminations under Chapter 10 of
the MLC.

1.2.4.6. In order to ensure the consistent administration of the MLC and IHA, the
COR/IHAR will coordinate with the 5 AF/A1 on matters concerning the interpretation and
administration of the MLC and IHA to include disagreements between the CPS/HRO and
the using units on personnel action requests. Disagreements will be submitted through the
servicing CPS/HRO with written statements of the Civilian Personnel Officer
(CPO)/Human Resources Manager (HRM) and the using unit’s points of view. In cases of
position classification disagreements see Chapter 5, as required.  5AF/Al’s
determinations are final and the CPS/HRO shall forward the USFJ Form 11EJ to the local
RDB/DO to be processed based on the final determination.

1.3. The Staff Judge Advocate . The Staff Judge Advocate, 5 AF/JA, through the Chief of
General Law, is the principal legal advisor to the MLC Contracting Officer and the IHA
Administrator. The legal opinions issued by the Office of the Staff Judge Advocate, 5 AF/JA, are
the controlling legal opinions on the interpretation and administration of the MLC and IHA.
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Chapter 2
LABOR AND PERSONNEL RELATIONS WITH EMPLOYEE UNIONS OR GROUPS

2.1. Air Force Personnel Management Policy. It is an AF personnel management policy to
recognize the principle that an employee may join or refrain from joining an employee organization
without interference, coercion, restraint, discrimination, or reprisal. This principle applies insofar
as is consistent with applicable provisions of existing treaties, SOFA, and MLC/IHA.

2.2. Responsibilities of the Government of Japan. As the legal employer of MLC/IHA
employees, the MOD is the only authority responsible for the conduct of labor relations with the
labor unions and for coordinating such matters with other GOJ offices. The MLC and IHA set
forth the GOJ responsibilities on all labor relation issues and litigations before Japanese civil courts
and administrative tribunals.

2.3. Responsibilities of Installation Commanders:

2.3.1. Since the provisions of the MLC and IHA can only be executed, interpreted, disputed,
or revised by specifically authorized officials representing both the USG and GOJ, installation
commanders are limited in the extent to which they can entertain requests from the authorized
GOJ representatives for the resolution of locally generated disputes.

2.3.2. Such arrangements require installation commanders to act as the cognizant authorities
in the conduct of their liaison relationships on matters requiring proper local labor relations.
To ensure strict adherence to AF internal personnel management-employee relations principles
and practices, the following guidance applies:

2.3.2.1. Installation commanders immediately submit to 5 AF/A1 for necessary action and
resolution such matters on local union activities that would lead to or are in violation of the
MLC, IHA, the Contracting Officer’s Standing Instructions, the IHA Procedures, USFJ
Instructions, or this 5 AF Instruction.

2.3.2.2. Installation commanders govern their command-employee relations and the
conduct of their representatives with local government authorities, by observing that:

2.3.2.2.1. Employees have the right to organize, join, or refrain from joining any lawful
labor union or other employee group without interference, coercion, restraint,
discrimination, or reprisal. Installation commanders will take no action which affects
the rights of employees because of membership or non-membership in any such group.

2.3.2.2.2. No single organized labor union or employee group is arbitrarily considered
as representing the interests of all employees or given the right of exclusive
representation. Representation is on behalf of the bona-fide members of the labor union
or employee group.

2.3.2.2.3. Installation commanders' representatives are not a party to the collection of
union dues, fines, or assessments on behalf of a labor union or employee group.
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2.3.2.2.4. Complaints of individuals may be initiated only by the aggrieved person.
Where specific remedial action to the individual is sought, the grievance procedures
established in the MLC and IHA apply. Every effort should be made to resolve
employee grievances promptly and equitably so that such grievances do not become
the basis for petitions or demands from labor unions or employee groups.

2.3.2.2.5. Japanese national labor union or other employee group activities are
prohibited within installations. Such activities include, but are not limited to, labor
rallies, demonstrations, celebrations, or political or general membership meetings or
gatherings, whether formally or informally called or assembled. The display of
banners, flags, placards, signs, emblems, etc., and wearing of badges, ribbons,
armbands, headbands, etc., which are symbolic of, or which bear any inscription,
symbol, or pictures of individuals, agencies, or activities of the USG or GOJ, or of any
labor or political organization or movement is prohibited within installations, including
lunch hours, recesses, and rest periods.

2.3.2.2.6. Printed or written material submitted by a labor union or employee group
for posting on bulletin boards or distributing within USFJ facilities may be allowed
only at properly designated locations and only after the prior approval of the installation
commander or authorized representative. Such publications must not contain
propaganda against individuals, agencies, or activities of the USG or GOJ.

2.3.2.2.7. Regularly scheduled work hours, lunch hours, recesses, and rest periods
must not be used for periodic or organized solicitation of membership, collection of
dues, assessment of fees, or other funds for labor unions or other employee groups,
within installations.

2.3.2.2.8. AF officials must not engage in direct negotiations with representatives of
labor unions.

2.4. Submission of Union Flyers. The CPS forwards a copy of each union flyer distributed at or
near their installation to 5 AF/ALl. Forward such flyers on the date of distribution or in advance,
if possible. Attach translations if translation services are immediately available.
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Chapter 3
POST-RETIREMENT EMPLOYMENT

3.1. General. Post-Retirement Employment (PRE) is an appointment of a person over 60 years
old who has been employed as permanent MLC/IHA employee and is terminated by the advanced
age (age 60) provision of MLC Chapter 10, par 3j/IHA Supplement 18, par 6.

3.1.1. The purpose of a PRE appointment is to provide employment opportunities for those
who desire to continue working until they reach pension eligible age. PRE appointment will
be made for a period not exceeding one year until he/she reaches pension eligible age.

3.2. PRE Appointment Process. Supervisors will prepare USFJ Form 11EJ for appointment and
submit to CPS/HRO for processing to the RDB/DO.

3.2.1. Supervisors will conduct an annual performance evaluation using 5 AF Form 51EJ for
those PRE employees at or above the age corresponding to each of the periods shown in the
table below, as described in MLC Chapter 1, par 9.a/IHA Supplement 13, Section C, par 2j.

Table 3.1. PRE employees at or above the age corresponding to each of the periods.

Period Age

1 April 2016 through 31 March 2019 62
1 April 2019 through 31 March 2022 63
1 April 2022 through 31 March 2025 64
On and after 1 April 2025 65
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Chapter 4
PERSONNEL ACTION REQUESTS

4.1. General. Supervisors are responsible for determining and directing 5 AF manpower
requirements for the effective management of the MLC and IHA workforce in support of their
missions. When initiating a personnel action for MLC/IHA employees, supervisors shall use USFJ
Form 11EJ, Personnel Action Request/Official Notification of IHA Personnel Action (PA).

4.1.1. For MLC employees.
4.1.1.1. CPSwill:
4.1.1.1.1. Provide advice and assistance to supervisors in taking personnel actions.

4.1.1.1.2. Furnish an advance copy of each USFJ Form 11EJ to the MLC payroll
element.

4.1.1.1.3. When acting as a designated COR, forward USFJ Form 11EJ to the
RDB/DO for final action.

4.1.1.1.4. File a copy of the USFJ Form 11EJ in the employee’s official personnel
folder.

4.1.1.1.5. Return USFJ Form 11EJ approved or disapproved by the RDB/DO to
supervisors through channels.

4.1.1.1.6. When acting as a designated COR, forward one copy of USFJ Form 11EJ
approved or disapproved USFJ Form 11EJs by the RDB/DO to 5 AF/AL.

4.1.1.2. Supervisors will:

4.1.1.2.1. Indicate the specific action requested and the reasons for it in block 14 of
the USFJ Form 11EJ.

4.1.1.2.2. Indicate the proposed effective date of the action in block 5 of the USFJ
Form 11EJ. Ensure the action requested is not taken until notified by the CPS of
RDB/DO approval.

4.1.1.2.3. Forappointments or position review, indicate the manpower position control
number, functional code, Air Force Specialty Code (AFSC), and program element code
in USFJ Form 11EJ, as necessary.

4.1.1.2.4. For the establishment of a new position or the review of an existing position,
include documentation reflecting tasks assigned and changes to the position, if any.

4.1.1.2.5. For mass transfers and mass reassignments, submit USFJ Form 11EJ with a
list of employees concerned. If these actions are as a result of an organization re-
designation, attach one copy of the authority or include the reason in block 14 of the
USFJ Form 11EJ.

4.1.1.2.6. Attach appropriate backup documentation to the USFJ Form 11EJ.
Examples: a death certificate, a medical certificate for insanity, or a copy of the family
register indicating a change in the name.
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4.1.1.2.7. Submit USFJ Form 11EJ through the commander, staff agency chief, or a
delegated administrative officer, to the CPS for processing.

4.1.1.2.8. Keep USFJ Form 11EJ returned approved or disapproved by the RDB/DO
in the employees' records.

4.1.2. For IHA employees.
4.1.2.1. CPS/HRO will:
4.1.2.1.1. Provide advice and assistance to supervisors in taking personnel actions.

4.1.2.1.2. When acting as a designated IHAR, forward USFJ Form 11EJ to the
RDB/DO for final action.

4.1.2.1.3. Return USFJ Form 11EJ approved or disapproved by the RDB/DO to
supervisors through channels.

4.1.2.1.4. File a copy of the USFJ Form 11EJ in the employee's official personnel
folder and forward a copy to the IHA payroll element.

4.1.2.2. Supervisors will:

4.1.2.2.1. Indicate the specific action requested and the reasons for it in block 14 of
the USFJ Form 11EJ.

4.1.2.2.2. Indicate the proposed effective date of the action in block 5 of the USFJ
Form 11EJ. Ensure the action requested is not taken until notified by the CPS/HRO of
RDB/DO approval.

4.1.2.2.3. For the establishment of a new position or review of an existing position,
include documentation reflecting tasks assigned and changes to the position, if any.

4.1.2.2.4. For mass transfers and mass reassignments, submit USFJ Form 11EJ with
a list of employees concerned. If these actions are as a result of an organization re-
designation, attach one copy of the authority or include the reason in block 14 of the
USFJ Form 11EJ.

4.1.2.2.5. Attach appropriate backup documentation to USFJ Form 11EJ. Examples:
A death certificate, a medical certificate for insanity, or a copy of the family register
indicating a change in the name.

4.1.2.2.6. Submit USFJ Form 11EJs to the CPS/HRO for processing.

4.1.2.2.7. Provide an original of USFJ Form 11EJ returned approved or disapproved
by the RDB/DO to the employee, and maintain a copy in the employees' records.

4.2. Employment of Family Members. Do not endorse the selection of a person to a position
where a relative would supervise that person in the chain of command. Do not endorse the
selection of a person who would be authorized to approve or influence any personnel action on a
relative. Do not endorse the selection of a person who would make recommendations or approve
the evaluation of a relative.
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Chapter 5
POSITION CLASSIFICATION

5.1. General:

5.1.1. Job Definitions provide the basis for identifying the job title, basic wage table, grade
level, and language proficiency level for positions based on duties and responsibilities assigned
to the employees by supervisors. Job Definitions are incorporated into the MLC and IHA and
published in the Job Definition Manuals, Appendix | to the MLC and Appendix | to the IHA.

5.1.2. The task list is determined by the supervisor and contains an actual statement of the
major duties, responsibilities, and supervisory relationship assigned to a position. Any type of
format can be used for this purpose; however, the task list must at least contain (1) official
office designation in which the position is assigned; (2) job definition number; (3) job title; (4)
Basic Wage Table number; (5) grade; (6) description of permanent duties and responsibilities
assigned to the position and percentage of time the incumbent spends performing each major
duty; (7) employment requirements of the position such as license(s), if applicable; (8)
supervisor’s name, title, and signature; and (9) the CPS/HRO staff member’s name, title, and
signature who advised on the classification of the position. Supervisors are responsible for
reviewing the task list for accuracy and to establish or update one as required prior to
submitting USFJ Form 11EJ. A sample Task List is provided in Attachment 2.

5.1.3. Site audits are defined as a review by a CPS/HRO classification technician/specialist of
the duties and responsibilities normally assigned to the employee. When possible, examples
of actual work accomplished are observed during the site audit.

5.1.4. Supervisors are defined as a civilian or military personnel (includes MLC/IHA
employees who serve as official supervisors) who accomplishes work through the supervision
of other employees; and MLC/IHA supervisors must meet the minimum requirements for MLC
or IHA supervisory positions as defined in the MLC Chapter 3, IHA Supplement 2. A military
member or USG civilian employee of any Service Branch may serve as a supervisor of an
MLC or IHA employee. Working Leaders (Foreman A) are not considered to be supervisors
for the purpose of this chapter.

5.2. Program Responsibilities. Supervisors have the primary responsibility for assigning
position duties and managing those positions under their responsibility. The Civilian Personnel
Officer (CPO)/Human Resources Manager (HRM) provides advice and assistance in the position
classification and position management of MLC/IHA positions. The goal of the MLC/IHA
classification program is to accurately describe and classify task lists for all positions, consistent
within 5 AF and amongst similar positions across USFJ Service Components.

5.2.1. CPS/HRO will:
5.2.1.1. Assist management in establishing new positions.
5.2.1.2. Review and provide advice on changes to existing positions.

5.2.1.3. Provide supervisors with appropriate guidance, advice, and assistance concerning
classification and position management.
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5.2.1.4. Plan, develop, and implement a training program for supervisors of MLC/IHA
position classification principles and procedures used.

5.2.1.5. Conduct periodic program evaluations, and at the request of management, conduct
position reviews when necessary to maintain classification accuracy and submit a written
report of findings to supervisors directly concerned with the positions.

5.2.1.6. Inform supervisors on what position or personnel actions are required as a result
of individual or organizational classification reviews.

5.2.1.7. When a position involves duties associated with more than one job definition,
supervisors and CPS classification specialists shall comply with Chapter 3, par. 4.c of the
MLC and classify the position based on the higher or highest job definition associated with
25% of the duties.

5.2.2. Supervisors will:

5.2.2.1. Organize duties into positions so as to conform with the approved mission and
manpower authorizations.

5.2.2.2. Make the most of position management and structuring techniques to achieve the
best balance of economy and effectiveness (minimum use of higher-level positions and
maximum use of lower-level positions). Coordinate with the CPS/HRO and servicing
manpower office in conducting organizational and position management reviews.

5.2.2.3. Submit requests to the servicing manpower office to change AFSCs on the unit
manpower document, implement realignment of positions to authorized work locations,
report proposed organizational and structure changes, or establish or change supervisory
positions.

5.2.2.4. Review positions and task lists of employees under their supervision and
determine if adjustments are needed. If the duties and responsibilities on the existing task
list are significantly different from those assigned to and performed by an employee,
develop an accurate task list and organization chart for position review.

5.2.2.5. Promptly submit USFJ Form 11EJ with a task list to establish a new position,
report a change in a position, make changes required as a result of a site audit, or cancel a
position. If there is a change in the task list, attach a document stating the reasons for the
change.

5.2.2.6. Inform employees of various aspects of the classification to include how
grievances are processed, how changes in duties affect position classification, etc.

5.2.2.7. Participate in training conducted by CPS/HRO.
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5.3. Establishing New Job Definitions. If the duties of an employee do not properly match any
of the job definitions in the MLC/IHA, and/or when the present job definitions do not properly
reflect the skills, qualification, or license(s) required for a position, the supervisor may submit a
request to the CPS/HRO to forward to the 5 AF A/1, requesting the Joint Labor Affairs Committee
(JLAC) to consider establishing a new job definition or to revise an existing job definition. The
CPS/HRO shall prepare a proposed definition, Japanese translation, organization chart, and
coordination worksheet as described in Attachment 3, and forward a proposal to 5 AF/A1 for
consideration by the JLAC. Such requested changes shall not be effective until published in Job
Definition Manuals, Appendix | to the MLC and Appendix | to the IHA.

5.4. Civilian Personnel Section/Human Resources Office Records. CPS/HRO maintain:
5.4.1. A complete file of authorized job definitions.

5.4.2. An up-to-date organization chart which shows all established positions, functional code,
AFSC, title, supervisory level, basic wage table, job definition number, and grade for each
position.

5.4.3. Position review files consisting of memorandums indicating results of reviews and other
pertinent information.

5.5. Supervisor Records. Supervisors maintain:
5.5.1. An up-to-date organization chart.
5.5.2. Copies of current task lists for the positions they supervise.
5.5.3. A copy of the latest classification review report.

5.6. Resolving Disagreements. If a supervisor does not concur with a classification
recommendation made by the CPS/HRO technician/specialist, then the CPS/HRO shall provide
the supervisor with a detailed summary of its classification evaluation and analysis. The supervisor
can submit a memorandum, non-concurring on the CPS/HRO recommendation and request
reconsideration. The supervisor’s memorandum shall specifically address how the assigned job
duties meet at least 25% of the duties for the higher or highest graded job definition as described
in the MLC and the IHA. The CPO/HRM shall advise and work with the supervisor to resolve the
disagreements within 30 calendar days of the supervisor’s request for reconsideration. If the
supervisor and CPO/HRM are unable to reach an agreement, the 5 AF COR shall make the final
classification decision for 5 AF and subordinate Wings.
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Chapter 6
WORK SCHEDULES

6.1. General:

6.1.1. Work schedules are established and changed by supervisors. Supervisors shall notify
the CPS/HRO in advance of any work schedule changes so the CPS/HRO can advise on the
proposed changes. The established work schedule will include weekly workdays and hours,
starting time, ending time, recess period, non-work day and rest day. Management should
notify affected employees of the proposed change and reasons for it as far in advance as
possible so an orderly changeover can be made.

6.1.2. A new work schedule is normally effective on the first day of the month. A proposal
for awork schedule change (Figure 6.1) must be received by the CPS/HRO at least 20 calendar
days before the proposed effective date for MLC employees and 10 (ten) calendar days before
the proposed effective date for IHA employees. This provides the CPS/HRO the necessary
time to coordinate with the LMO on the change and notify the requester of LMO’s approval
or disapproval before the effective date. A copy of the approved work schedule is posted in
the office or shop.

6.1.3. When a work schedule needs to be changed for a short time due to an emergency or an
abnormal situation, the requirement for advance submission does not apply. Submit each such
change to the CPS/HRO as soon as possible.

Figure 6.1. Format for Work Schedule Change Request.

(Date)
MEMORANDUM FOR (CPS or AAFES Human Resources Office)
FROM: (Requesting Organization)
SUBJECT: Change in Work Schedule
1. Request approval to change the work schedule as shown below effective (date) for
the following employees:
Name of Employee Job Title BWT No., Job No., Grade

2. Work schedule change: From To
a. Weekly work days:
b. Weekly work hours:
c. Starting time and ending time:
d. Recess period:
e. Designated rest day and non-work day:
3. Reason for change(s):

(Signature Element of Requesting Official)
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6.2. Rest Periods. A short rest period, not more than 15 minutes for each four hours of continuous
work, may be granted during the tour of duty. Each employee shall be notified of the policy.

6.2.1. The supervisor should consider the following when granting a rest period:

6.2.1.1. Is the job a hazardous one or does it require the continual or considerable use of
physical strength? If so, will the rest help the employee's health?

6.2.1.2. Will the rest eliminate fatigue and cut down on the accident rate?

6.2.1.3. Does the employee work in a confined space or area where normal physical
activities are limited?

6.2.1.4. Will the rest improve work performance?

6.2.2. Arest period may not be scheduled to coincide with a lunch break or at the start or end
of the day.

6.2.3. Arrest period is a part of the scheduled work hours for which pay is received.

6.3. Non-Work Allowance. Employees are authorized non-work allowance (60% of regular
wages) when they are not permitted to work due to USFJ reasons.

6.3.1. An alternate worksite and/or temporary work schedule change will be considered prior
to placing employees on non-work allowance status. Non-work allowance is not authorized
for mere workplace closure due to down days for military personnel at an installation or lack
of sufficient workload.

6.3.2. Except in emergency situations, all non-work allowance authorizations require
CPS/HRO prior coordination.

6.4. Time and Attendance Record. The unit prepares a USFJ Form 34, MLC Personnel Time
and Attendance Record, or USFJ Form 364, IHA Personnel Time and Attendance Record, as
appropriate, on a daily basis, to indicate the duty status of employees. If the employee is on detail
or temporary promotion, the time and attendance record will be forwarded to the unit of
employee’s permanent assignment.
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Chapter 7
LEAVE AND ABSENCE

7.1. General. Employees submit requests for leave on USFJ Form 23EJ, Leave Application.

7.1.1. Leave requests are submitted via original document only. However, an original and one
copy are required when requesting a status change to either leave without pay after 90 days
sick leave, pregnancy leave, child-care leave, or family-care leave. The original USFJ Form
23EJ must be attached to the time and attendance record and the duplicate is submitted to the
CPS/HRO within seven (7) calendar days of receipt. For detailed guidance on the calculation
of days see MLC/MLC SI Chapter 7, IHA/IHA Procedures Supplement 10.

7.1.2. Employees submit leave requests to the leave approving official as far in advance of the
desired leave day(s) as possible. The leave approving official is normally the first-line
supervisor, who has full responsibility over the employee(s).

7.1.3. If the employee is on detail or temporary promotion, leave requests may be approved
by the supervisor where the employee is temporarily detailed to.

7.2. Annual Leave:

7.2.1. Permanent and PREs submit a 5 AF Form 55EJ, Tentative Annual Leave Schedule, to
their supervisor not later than 1 February of each year or within one month of hire as a
permanent or post-retirement employee.

7.2.2. Tentative annual leave schedules will include the number of annual leave hours carried
over from the previous calendar year, and the number of annual leave hours the employee plans
to take during the present calendar year, and number of annual leave hours the employee plans
to carry over and take in the following calendar year. For final approval, employees submit
USFJ Form 23EJ at least 48 hours before desired leave commencement date.

7.2.3. Supervisor may change the tentative annual leave schedule for an operational reason or
when the employee requests a change.

7.3. Mourning Leave. Employees may be required to submit satisfactory proof of death of a
spouse or relative by blood, adoption or marriage, when requesting Mourning Leave. When an
employee requests one-day Mourning Leave, satisfactory proof of death ma