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Summer Leave

IR

The three (3) days of Summer Leave
must be used from | May through 30

September.
Eligible employees are:

e Permanent employees

o Post retirement employees (PRE)

e Trial period employees (must have
worked for a period of 3-months or
more)

It is important to remember that sum-
mer leave is not authorized in hourly
increments. No employee may take
more than 3-workdays of summer
leave in any one calendar year, even
with a break-in-service or change in
employment category during the

timeframe for taking summer leave.
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Re-employment after Mandatory Retirement Age \,cqds Up
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Mandatory retirement for JN em-
ployees is age 60. Once an employee
reaches age 60, he/she may request
to be re-hired as a Post Retirement
Employee (PRE) on a yearly basis.
This program was established to sup-
port employees until they become
fully eligible for pension. However, it
is not automatic; management will
use the following selection criteria
when considering employees wish to

be rehired:

o Willingness and Motivation to Work
e Mental and Physical Health Condi-
tion
o Competency, Education and Experi-
ence
Civilian Personnel Office will provide
a list of retirees and detailed instruc-
tions to the respective Managers/
Supervisors bi-annually. The next
notification will be sent out in July.
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Introducing New Chief
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Greetings! Please allow me the opportunity to
introduce myself. | am Claudia Schoolfield,
Chief of JN Personnel Section. My beautiful
daughter Patresia and | have been here on
Okinawa since November 2009. | was previ-
ously stationed at Yo-
kota Air Base, Japan for
the first three years
(2005-2008) of this
exciting overseas tour.
Most of my 23 years of
federal service has
been in Civilian Person- §

nel serving others.

This quarter has seen a
lot of dynamic changes to include a number of
transitions in staff. However, through it all, |
continue to be amazed and inspired by the
commitment, resiliency, and steadfast devotion
to duty displayed day-to-day by our JN Civilian
Personnel Section. Every member of this sec-
tion continues to place dedication to duty be-
fore service to oneself. | look forward to
working with a great group of professional
personnelist as we prepare ourselves to meet
future challenges, forever holding true our
commitment to servicing our customers and
military community. | want to thank you all
for your continued support as there is no
doubt in my mind that together we will face
and overcome every challenge as we do our

part to support the mission here on Okinawa.

My key goal is to maintain communications
with our customers - employees, managers
and supervisors. This newsletter is one means
of achieving that goal. In closing, should you
have any questions or concerns, please do not
hesitate to contact our office.
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Establishment/Modification of Job Definitions

BEEREEOHR « YE

"We can't find any Job Definition (JD) that
matches the position. Is it possible to create a
new |D?" These are typical questions we re-
ceive from our customers. The reason why
the JDs matter to employees under MLC or
IHA is because the job title and grade
(therefore, the wage) of all MLC/IHA positions
are based on the |Ds. Under

the classification principle of

[ERZZENTHEBABTHSEHAVEEIC DN
TIIBBEEOFHRNEEFI N ?ICDOL
SHEMZEICKEENGZTET , EREN
MLC/IHAEBICH L CTEEZEREHIE. B
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EVVSBRIAE T ITDRERRNGEEZFEEIC,

BHRIEIERECEHEINATLD

"substantially equal pay for sub-
stantially equal work"(*note be-
low), the classification system
makes determinations by match-
ing each position's duties and
responsibilities against the narra-
tive definitions contained in the
JD Manual.
for a particular job is not found, the closest
matching JD is used to ensure that substantial
pay is granted to the duties performed. To
answer the questions in the introduction, yes,
it is technically possible to create a new JD. In
reality, however, creating a new |D or chang-
ing the determination of a |D (i.e., title, etc.)

In cases where the exact match

requires discussion and an agreement between
the United States Forces Japan and the Japa-
nese Ministry of Defense.
easy process, requests

modification of the JDs need to have a strong

Since it is not an
for establishment/

justification. For any questions or concerns,
please contact Classification at 632-7909, 632-
7910, 632-7907 or 632-791 1.

*Note: Equal pay for equal work is the con-
cept that individuals doing the same work
should receive the same wage/salary regardless
of gender, employment types (e.g., a full-time,
a part-time, a contract, etc), race, religion or
national origin.
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Journeyman vs Trainee in BWT 2

BT xf FilsAE—EARB 2R

Short Note: One of
the strength in a work-
ing environment is “In
Unity There is
Strength”. We are
looking forward, ac-
complishing more as a
team through training
and helping out each
other in a synergistic
solution.

Organizations may set up a formally-designated
trainee or developmental position with planned
career advancement based upon progressive
training or rotational assignments. Objectives
of the developmental positions are to support
organizational goals to recruit highly skilled
individuals; and to develop, motivate, and re-
tain a diversified workforce of high performing
skilled employees. An employee hired at the
entry level in a particular occupation is ex-
pected to progress from the entry level to the
full performance or journeyman level. A su-
pervisor must assure satisfactory or better
performance; licensing requirements, successful
completion of all training requirements; dem-
onstration of required skills and competencies;
and completion of on-the-job (OJT) develop-
mental activities, e.g., successful performance
of specified tasks or assignments. The follow-
ing is the definition of each level.

Journeyman Level: A journeyman is a per-
son who has completed an advanced training
program or is an experienced worker, not a
trainee, and is fully qualified and able to per-
form a specific trade without supervision. So-
called “seasoned” employee. Makes independ-
ent judgments and decisions within the frame-
work of oral and written instructions. The
employee is expected to perform duties and
responsibilities independently with his/her mas-
tered skills, knowledge and experience. Pro-
vides OJT to lower graded employees as a sub-
ject matter expert if needed.

Advanced Trainee: Performs duties requir-
ing more skills than the intermediate level up
to and including, under close supervision, du-
ties and tasks performed by the journeyman of
a trade. Work assignments at this stage of de-
velop-mental training are those above the
more of the
worker jobs, but are less difficult than the jour-
neyman level, up to and including journeyman
level duties. As the skill and knowledge in-

routine duties intermediate
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creases, the employee receives less direction
until he/she is able to perform at the journeyman
level.

Intermediate Trainee: Works with a higher
graded employee, performing the full range of
trade tasks from the Helper level up to and in-
cluding some tasks normally performed inde-
pendently at Advanced Trainee level. Work as-
signments and instructions are received in the
form of detailed work orders or verbal instruc-
tions which include specific procedures to be
followed. Close guidance is not normally given
during work performance, but work is spot
checked during progress and is closely inspected
upon completion for compliance with instruc-
tions.

Helper Trainee: Assists journeyman level
worker in a skilled trade by performing the least
skilled duties of the trade under close supervi-
sion. Engages in joint operations with the jour-
neyman level workers as instructed. Applies
knowledge gained from previous work assign-
ments. Receives detailed instructions with each
new assignment by a supervisor or a higher
grade employee. Work is reviewed while in

progress and when it is finished.

Example of a developmental position: En-
ter at an Electrician-Helper Trainee, Job Defini-
tion (JD) #2221, BWT-2-4; Electrician-
Intermediate Trainee, |D #2222, BWT-2-5; Elec-
trician-Advanced Trainee, |D #2223; and is pro-
moted to an Electrician, |D #2094, BWT-2-7.
This is at a full performance level.

Developmental position cannot be used for oc-
cupations in operation of mobile, fixed and/or
industrial equipment, nor other manual and
trade jobs whose journeyman grades are lower
than Grade 5 for a Helper-Trainee, Grade 6 for
Intermediate-Trainee, and Grade 7 for an Ad-
vance-Trainee in the Basic Wage Table 2.

For any questions regarding a developmental
position or classification system, please contact
JN Classification Section.
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THINGS THAT DO & DON'T COUNT IN CLASSIFYING A POSITION
BEAL ORAT 1T I BMR « ERMR7RER

There are many misconceptions about what does and does not count in the classification of a
position. The Classification System very clearly establishes and defines what factors are to be
used in evaluating the position. Position classification is accomplished by classifying positions,
not employees. So long as the duties and responsibilities of a position remain substantially the
same, its classification must apply equally to any person who has occupied it, who occupies it
now, or who may occupy it in the future. Therefore, in classifying a position, evaluation is made
of only those factors which pertain to the position itself, and not the personal qualities of any
person associated with the position.

Classification Factor:

Don’t count Do count

o Length of service Variety and complexity of work

« Financial need o Analytical Requirement
 Qualifications not used on the job « Decision-Making/Consequences of error
« Hard to fill « Nature of supervision received

« Personality « Nature of supervision given

« Rank of the supervisor o Purpose of contacts

« Efficiency  Qualification requirements used on the

« Volume of work produced job

. Organizational title Duties assigned and performed

o Duties not performed
o Honesty
o Reliability or dependability

o Unusual diligence or overtime work

For any questions regarding classification system, please contact JN Classification Section at 632-
7907, 632-7910, or 632-791 1.
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Tropical Cyclone Conditions Of Readiness
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Typhoon season is here. It is crucial that you
understand the conditions of readiness, the
actions required during each phase, and the
procedures for excusing employees from

work.

The following Tropical Cyclone Conditions
of Readiness (TCCORs) are used during ty-

phoons:

TCCOR 4
(TC-4)

TCCOR 3
(TC-3)

TCCOR 2
(TC-2)

TCCOR |
(TC-1)

Destructive winds of 50 knots
or greater are possible within
72 hours. Now is the time to
stock up on food and ty-
phoon supplies. Okinawa
remains in TCCOR 4 from |
July to 30 November each
year.

Destructive winds of 50 knots
or greater are possible within
48 hours. Initiate a general
clean up of outside areas.
Pick up loose items such as
tools, lawn

toys, garden

mower, hoses, etc.

Destructive winds of 50 knots
or greater are anticipated
within 24 hours. Secure your
quarters. Install shutters, ty-
phoon tape (as necessary),
and remove or secure outside
awnings and antennas.

Destructive winds of 50 knots
or greater are anticipated
within 12 hours. DOD
schools are closed. Make
final check of food, water, and
other supplies. If you live in
low lying areas, make arrange-
ments to share quarters with
a friend.
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TCCOR |
— Caution

(TC-1C)

TCCOR |
- Emer-
gency (TC

-1E)

TCCOR |

— Recovery greater are no longer being experi-

(TC-IR)

Storm
Watch

(TC-SW)

All Clear
(TC-AQ)

Destructive winds of 50 knots or 7 f I— 1 —
greater are anticipated within 12
hours; actual winds, including gusts
are 34-49 knots. All outside activi- (TC-1C)
ties, except those in direct support

of URGENT military or civil mis-

sions, will be discontinued. All
nonessential personnel will be re-

leased at this time.

a—ar:

Destructive winds of 50 knots or 74 3— 1 —
gre.at.e.r are occurrln.g.. All outside TT—TY
activities are prohibited. Have , .

. : v
flashlights ready in case of power
outages and listen to AFN radio (TC-1E)

or television for current storm
information.

Destructive winds of 50 knots or 74 — 1 —
U AUESE
enced; however, winds of 34-49

knots, including gusts, are occur- (TC-IR)

ring. Pre-selected damage assess-

ment and emergency repair teams

begin operations. All other out-

side activities are prohibited.

The typhoon continues to move X k—.Us

away from Okinawa, and winds are ™) # w3 :
gradua'll)"'dlmlnlshlng. There is still (TC-SW)
a possibility of danger to personnel
due to the storm's unpredictability,
or from hazards created by previ-
Normal activities
All
people (military and civilian) will
return to duty within 2 hours
based on normal shifts,
unless otherwise directed by their

ous high winds.
can be resumed with caution.

work

unit commander. The commissary
and BX will resume operations,
unless otherwise directed by the
installation commander.

All tropical cyclone danger has A —)L %9 1)
passed; however, be alert to possi- 7
:Jiljnsdamage and hazardous condi- (TC-AC)
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Child Medical Care Leave (CMCL)

F DFEEIRIR

CMCL without pay is authorized to care
for child (ren) who is (are) sick or injured,
residing with the employee and under the
age for entering elementally school. It is
authorized upon application by all employ-
ees except daily employee, for the dura-
tion not to exceed 40 hours in total per
year.

Application (Attachment ) is submitted to
supervisor with a physician’s certificate,
resident registration certificate.

For more info, please contact your servicing
EMR specialist.

Family Care Leave (FCL)
IR
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T5.NEAFERIDFEFET H=HIZERD
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FCL without pay is to care for a family mem-
ber requiring constant care over a period of
two weeks or more due to injury, illness, or
mental or/and physical disorder. It is author-
ized for permanent, trial, and post retirement
employees for each applicable family member
and its duration shall not to exceed 93 days
for one applicable family member.

Application (USF] Form 23E]) is submitted to
supervisor with physician’s certificate, family
register certificate and/or resident registration
certificate as necessary.

Reduced Work Hours for Family Care for not
to exceed 2 hours each day is also authorized
upon request.

For any questions or concerns, please con-
tact EMR at 632-7536/7369/7508 or 634-
3564.
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Pregnancy Leave, Child Care Leave (CCL), Reduced Work Hours (RWH) and

Return to Duty Procedures

EIRRIR, BRI, BIBRMENR K OEBROFRE I2ONT

Employees requesting Pregnancy Leave and/or
CCL or RWH must submit the following docu-
ments to management and in turn provide to
Civilian Personnel Section:

I. Leave requests prior to birth:

Request must be submitted prior to the start-
ing leave.

) Copy of Leave Slip (USF] Form 23E)) for
Pre-Pregnancy Leave for 6 weeks or 14
weeks (multiple additional 8 weeks) prior to
birth

2) Copy of doctor’s statement stating due
date.

2. Leave requests after birth

Request for CCL must be submitted at least |
month prior to the effective date to ensure
notification is provided to Government of Ja-
pan in advance.

) Copy of Leave Slip for Post-Pregnancy
Leave for 8 weeks after birth

2) Copy of Birth Certificate or Family Register
(koseki shouhon)

If requesting CCL and/or RWH provide the
following:

3) Original memorandum for CCL or RWH
request (Attachment 2)

4) Copy of Leave Slip for CCL (to include
copy Annual and/or Summer Leave prior to
use of CCL), if use or lose is applicable

5) Copy of Residence Certificate (Juminhyou
Touhon)
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3. Extension of CCL request (6months
beyond a year old)

Request for Extension of CCL must be submit-
ted | month prior to the effective date to en-
sure notification is provided to Government of
Japan in advance.

I) Original Memorandum (Attachment
3)

2) Documentation for reason to extend
provided by appropriate authority i.e. non
-availability of child care facility etc.

4. Return to Duty request

Request to Return to Duty must be submitted
| month prior to the effective date to ensure
notification is provided to Government of Ja-
pan in advance.

I) Original Memorandum (Attachment 4)

Summer Edition, Jul 2011
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To manager or supervisor:

If requesting temporary fill employee to per-
form the duties for the incumbent on Preg-
nancy Leave and/or CCL, please submit follow-

ing.

Temporary Fill Request
I) USFJ Form [ 1E) (Funds availability Certifica-
tion on Remarks (IHA))

2) USF| Form 186 (MLC) or USF] Form 3l
(IHA)

3) Task List

4) Copies of the leave slips for all periods of
leave (Pregnancy, Annual, Summer and CCL)

(Provide Annual and/or Summer leave bal-
ance if the request is prior to starting CCL)

EBEEDAN:
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FRFXEZERISEEIE. ROEFER
HLTLEELY,

REMFEKEREDER
1)USF] Form |1E) (RemarksICEFEEDER
AL E(HA))

2)USF] Form 186(MLC) or USF] Form 3l
(IHA)

3) Task List
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5) Copy of doctor’s statement of due date
and/or birth certificate or Family Register-.

6) * Funds Citation Letter for Overlap (MLC)
(To fill the position when the incumbent is

on paid status)

* NOTE: It is management’s responsibility to
decide if and when to temporarily back fill
when an employee taking leave for the above
situation. To fill the position when the incum-
bent is on paid status (pregnancy leave, annual
leave, and/or summer leave), you need to ac-
quire a funding approval from an appropriate
authority for overlap and ensure to provide
approval documentation i.e. for IHA fills the
overlap approval is annotated on the USF]
Form I1E] or fund cite provided for MLC.
You must determine and annotate the effec-
tive date, block 5 of USF] Form | I EJ.

Also, note other options to Temporary Pro-
mote or Detail someone internally to perform

the duties for the incumbent on Pregnancy
Leave and/or CCL. (contact your servicing
staffing specialist or
Kadena.jnstaffing@kadena.af.mil)

email

Kadena JN Civilian Personnel Newsletter
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*6) Funds Citation Letter for Overlap (MLC)
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AOEEOVEMORIEL. EREEDE
E\EEEBICODNRELTTISULY,
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Mental Health Hotline for JN employees

DORFEMRKT Y —F ATV

At Mental Health Counseling Center, Special-
ists including Clinical Psychotherapist will pro-
vide counseling service on any mental issues -
job related, personal matters, family issues,
etc.

The service is available for MLC/MC/IHA em-
ployees and their families. Counseling is free
of charge, however, medical treatment pro-
vided during face-to-face counseling session
and other fees such as transportation fee will
be borne by the employees.

For more details, call 0120-184-882, toll free.

Moo#tE 2—IDERRDELFOEM
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Types of Personnel Actions — Temporary Promotion

ANBHEOEE | —FRIFH

“Temporary Promotion” process and proce-
dures which is rewarding for the employees
to be placed in a higher graded position on a
temporary basis.

Definition of Temporary Promo-
tion — Temporary change of perma-
nent employee to a higher graded posi-
tion in the same basic wage table
(BWT) for a period of 30 days or
more, but not to exceed (NTE) one

year.

(Example) Ms. A (BWTI-5, Accounting
Technician) is taking Child Care Leave for 6
months. During this period, Ms. B (BWT -4,
Accounting Technician) who works in the
same office may be temporarily promoted to
Ms. A’s position, BWT -5 Acct Tech. Ms. B’s
basic pay and bonus will be paid as BWTI-5
during the temporary promotion.

Likewise, an individual can be temporarily
promoted to BWT2-7 from BWT2-5. The
key point is that the temporary promotion
action is limited “within the same BWT” to a
higher grade. An individual cannot be tempo-
rary promoted to BWTI-5 from BWT 2-7.

Furthermore, below conditions must be met
for temporary promotion:

1) Temporary Promotion is limited to the
existing position within the normal com-
muting distance (approx. 2hrs).

2)The employee must meet the qualification
requirements of the higher graded posi-
tion.

MEHIDENER~DASHE—HHE
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3)Temporary Promotion less than 4 months
may be processed noncompetitively; how-
ever, competitive procedure must apply if it
is expected to last more than 4 months.
Competitive procedures means we must
announce and employees must apply to be
considered.  CPS recommends applying
competitive procedures for temporary pro-
motion when there are 2 or more employ-
ees who may meet the qualification require-
ments of the position being filled.

4)Upon expiration of temporary promotion,
employee must return to his/her permanent
position. A statement (Attachment 5) and/
or signature with this understanding will be
annotated on the | |E). (Temporary Promo-
tion may be ended earlier than initially
scheduled NTE date at management’s dis-
cretion.)

As mentioned above, when there are BWT -5
and BWT [-4 employees within the same of-
fice, it may be better to temporarily promote
BWTI-4 to BWTI-5, and hire the replace-
ment of BWTI-4 from external applicants
thru LMO. This may reduce the time and ef-
fort in training the new employee and moti-
vate current employees.

However, please keep in mind that these ac-
tions require advance pre-planning, and per-
sonnel action requests are submitted to CPS 3
months in advance (especially when it involves
hiring process through LMO). Employees
who are planning to take Child Care Leave or
other LWOP must plan their leave in advance
and coordinate with their immediate supervi-
sors.

For further information:
Kadena CPS, JN Staffing Section:
632-7899/7898/7893/7916/7919
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Types of Personnel Actions - Detail

ANEHEOEE: IRE

&

S “Detail” a temporary assignment proc-
ess and procedure, which is a way to
provide employees with experience and
to facilitate management's flexibility in
meeting operational requirements. A
detail can be accomplished when a po-
sition is temporarily vacant (i.e. due to
incumbent on extended sick leave or
child care leave, etc.).

Definition of Detail — Temporary change of
permanent employee to a same or lower
grade position in the same Basic Wage Table
(BWT) or to a position in a different BWT for
a period of 30 days or more, but not exceed
one year. An exception maybe made to cover
the period of one year and nine months in
situations where an employee is on sick leave
and subsequent leave without pay due to ill-
ness or injury under the provisions of Section
C, Chapter 7.

(Example) Ms. A (*BWTI-5, Supply Special-
ist, **LD-2) is taking Child Care Leave for 6
months. During this period, Mr. B (*BWT2-4,
Warehouseman, **¥LD-0) who works in the
same office may be temporarily detailed to Ms.
A’s position, BWTI-5 Supply Spec. Mr. B’s
basic pay and bonus will remain the same.

The key points for “Detail” action are:

|. used for movement “between the different
BWT” (Example: BWT [-4 to BWT 2-7)

or

2. used for movement “within the same table”

and the position which employee will be
detailed to is at the same or lower grade.
(Example: BWT |-4 Admin Spec to BWT |
-4 Entomologist)

3. no changes in salary.
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Furthermore, below conditions must be met
for temporary detail:

I) Detail action will be limited to the existing
position within the normal commuting dis-
tance (approx. 2hrs).

2) The employee shall acknowledge on the
USF] Form || EJ and/or letter (Attachment
6) by signing that the period of the action
and that he/she will return to the position
previously held immediately upon expiration
of the temporary period.

3) Detail less than 4 months may be proc-
essed noncompetitively; however, competi-
tive procedure must apply if it is expected
to last more than 4 months. Competitive
procedures means we must announce and
employees must apply to be considered.
CPS recommends applying competitive
procedures for details when there are 2 or
more employees who may be eligible to be
considered to the position to be filled.

4) Temporary detail may be ended earlier
than initially scheduled NTE date at manage-
ment’s discretion or upon return of the in-
cumbent.

As mentioned above, when there are BWT -5
and BWT 2-4 employees within the same of-
fice, it may be better to detail BWT2-4 to
BWTI-5, and hire the replacement of BWT?2-
4 from IAA (LMO.) This may reduce the time
and effort in training the new employee and
motivate employees within the same office..

However, please keep in mind that these ac-
tions require advance pre-planning, and per-
sonnel action requests are submitted to CPS 3
months in advance (especially when it involves
hiring process through IAA). Employees who
are planning to take Child Care Leave or
other LWOP must plan their leave in advance
and coordinate with their immediate supervi-
sors.
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Frequently asked questions on application submission to job interview

processes

ERRCZ FEoN I BRERHICET 2EM

Q. How does N Staffing determine
whether or not applicants are re-

Q. ERBIX. YOXoCLTULEE
EBIGOEBEE RN T HNE SR
HDBEDTTHN?

A. FITHRPDIC.ELVLVEHRAZDHKAK

ferred to the requesting supervisors?

A. First, we check to ensure the

JO'N correct application form (Kadena (Kadena AB Form IEJ, 20090413) %L\, i

o\ 7\ e and tequed blocke are FTORAES. WAL WE. WS, 5375
\”’J77 LV completed (i.e., Announcement#, WEOBREMARRZ SN TLOHHEEL
‘ ‘_/ /t/ Position Title, JD No., Grade, Or- FY, F HAEIR—CHTOERBOHE
¥ " ganization and Duty Location). ABEEEh, B -FEHZMNSNTWEAZTHE

YN — Also, we ensure the blocks on the M&HhFET, FOER.EEHJHBMNRANLEIZE
\ \\ bottom questions (on the first FHAnt-2FE BE. BIZ/HANIEHTE
|\ | page) are completed, signed and gy i s pr g1 LTLVBHNE SO ERERIL

dated. Finally, we ensure appli-
cants meet the qualification requirements indi-
cated on the vacancy announcements (i.e., edu-
cation, work experience and/or licensures). If
applicants meet aforementioned requirements,
they will be referred to supervisors, regardless
of the number of candidates; otherwise they
will not be referred.
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Q. May |l inquire whether | am re-
ferred to the requesting supervisors?

A. Yes. However, please allow us to rate the
applications at minimum 2 weeks after the clos-
ing date of the announcement. Depending on
the number of positions announced and the
number of applications received, it may take
approximately 5 to 10 workdays for us to rate
applications and prepare candidate referral
lists.

Q. When will job interviews be con-
ducted?

A. It differs depending on the positions. It is
supervisors’ decision when and whom they
interview. If you are scheduled for an inter-
view, supervisors/administrative personnel will
contact you directly. In most cases candidates
to be interviewed are narrowed down to a
small number. A selection may be made with-
out an interview.
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Q. How long can | expect to be in-
vited to an interview?

A. The time differs depending on the supervi-
sors. Please be advised that you may not be
contacted for approximately one month after
the closing date of the announcements. The
supervisors may need time to review all the
applications; they may be on TDY/leave; or
their schedule may not allow time for inter-
views at this instant. Also, if the position you
applied for is not listed on the result of va-
cancy announcement that is posted on our
homepage, please consider that as the selec-
tion has been made.

Q. Can | apply for other positions
while | am scheduled for an inter-
view?

A. Yes. You can apply for other positions
unless you are selected for a position and ac-
cepted a job offer.

Q. I just had an interview. Can JN
Staffing provide status?
A. No. We may not have the results of the

selection right away until the candidate refer-
ral list is returned to our office.

Q. lam on a Limited Term Employ-
ment (Not to Exceed), how long am |
eligible to apply for permanent em-
ployment.

A. You are eligible if your appointment is ex-
piring no less than two weeks prior to your
selection.
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Longevity Step Increase
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Longevity Step Increase (LSI) is an increase in
base pay (within the same Basic Wage Table
and the same grade) to reward the each em-
ployees for his/her increased performance
gained by serving a creditable period and his/
her continued employment. Furthermore, LSI
is differentiated from “Pay Adjustment” which
increases or decreases all employees’ base pay
at the same rate based on price and labor cost
fluctuations. Under our MLC/IHA/MC regula-
tions, a permanent employee who have
completed a creditable period (preceding
year of 0l-Jan to 31-Dec) “satisfactorily”
receives a LSl once a year on 0l-Jan, and
the maximum LSI can be given is 4 steps.

Then, what does it mean by “satisfactorily”?
“Satisfactorily” means that the actual number of
days an employee worked during the creditable
period. The number of step-increase an em-
ployee receives is also determined based on the
number of days he/she worked during a credit-
able period (reference Table 1). However, if
an employee has taken the periods listed in Ta-
ble 2 during the same creditable period, those
periods are excluded from creditable days
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worked.
Table1 # of Days Worked during a creditable period(lunar year)
# of {01-Jan ~ 31-Dec)
Step Increase Ratio # of Days
4 more than 5/6 305(306) ~ 365(366) days
3 more than 4/6, under 5/6 244(245) ~ 304(305) days
2 more than 3/6. under 4/6 183(184) ~ 243(244) days
0 under 3/6 ~182(183)days
=1 SR OBHERR(SE5F)
Fia (01B01B~128318)
BEH HFEH
) 4 657 M5 E 305(306) ~365(366) H
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Table 2
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Additionally, there are exceptions to the above
basic rules:

I) Employee who is more than age of 55 and
whose position is classified as BWT |
(except for JD No. 534 & 535), 2 (grade-10
only), 3, 5, 6, he/she receives 2 step-increase
for working 5/6 of creditable period.

2) Employee who is more than age of 57 and
whose position is classified as BWT 2
(except for grade-10) and BWT | (JD No.
534 & 535), he/she receives 2 step-increase
for working 5/6 of creditable period.

3) Step is capped at maximum step when em-
ployee’s base pay exceeds the maximum
step by giving a step-increase.

4) LSl is not applicable to the employee whose
base pay is already set at the maximum step.

5) Employee who has imposed a penalty of fine
or suspension during the creditable period
will be deducted one-step for the each pen-
alty imposed. There will be no step-
increase for an employee who has a penalty
of fine or suspension imposed three times

Periods not creditable

Sick Leave due to non-duty connected illness/injury

LWOP due to non-duty connected illness/injury

LWOP which exceeds the period of paid leaves

1/2 of Child-Care Leave (CCL-LWOP)

1/2 of Family-Care Leave (FCL-LWOP)

Hours not worked due to reduced work hours (for CCL & FCL)
1/2 of Child Medical Care Leave

Unexcused absence & Suspension period as a remedial action

HFE BB ORI SN SHHR
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10D, 3.5, 68T H55m U LDERA
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)EFRIER2(10FRERO RUERERIO
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during the creditable period.

6) Number of steps increased for a newly hired
permanent employee during the creditable
period of 02-Jan thru 30-Dec is determined by
pro-rated period worked per year (12months)
(to include term employment period when an
employee is converted to permanent without
a break in service) multiplying by 4 steps.

If the number of creditable months includes frac-
tions of less than one month, fraction of month is
If the computation result in-
cludes fractions, fractions of less than one are
dropped.

counted as one.

Then, let’s take a look at the case of an employee
who was converted to a permanent/trial period
employee from limited term employee during the
creditable period.

Example: Mr. Higa was hired as a term em-
ployee on 16-Feb-2010, and subsequently se-
lected for a permanent position from internal
vacancy announcement and converted to a trial
period employee without a break in service on
[6-May-2010. Mr. Higa successfully completed a
trial period and became a permanent employee
on 16-Nov-10. Is Mr Higa eligible to receive LSI
on Ol-Jan-11? If so, how may steps!?

Calculation: In order for Mr. Higa to receive a
LSl on 01-Jan-201 |, he needs to meet two condi-
tions.

Condition #l: become a permanent em-
ployee between 02-Jan and 30-Dec-10

Condition #2: complete the creditable
period satisfactorily

Mr. Higa became a permanent employee on

[6-Nov-10 so that he meets Condition #I.
He is also continually employed from 16-Feb-10,
therefore his creditable days worked is counted
from |6-Feb to include his term employment
period. The number of step-increase he receives
is calculated as below:

4 steps X [(31 Dec 10 — 16 Feb 10) +12]= 4
steps X (11 months) +12]

= 3.6666 = 3 step-increase — Mr. Higa receives

3 step-increase on 01-Jan-11
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Retiring Employees as of 30 Jun 201 |
201 1476 A 30 A fHEFBIkE O T

Thank you very much for your dedicated services over the years.

REIIOIAIRAICRBBLETFETS,

Name Employee Organization Position Title

22| HRB W4

POST RETIREMENT EMPLOYMENT (OVER AGE 60)

CHIBANA ETSUKO 18 FSS SALES CHECKER

xie B E—ILRAFTvh—
CHIBANA SAKAE 18 FSS MESS ATTENDANT (HEAVY)
ML SHhz ARTTUEUNEEY)
NAKACHI YONEKO 18 FSS MESS ATTENDANT (HEAVY)
it KF ARTTUEUNEEY)
TAKARA SUMIKO 18 FSS SHORT ORDER COOK

=R EF a—hA—4—avy
NAKAMURA MASANORI 18 SFS INTERPRETER-TRANSLATOR
4t IEEE 388 &R — FH R

MIYAGI TSUYOSHI DRMO HEAVY CRANE OPERATOR
= EEJL—VEEiF
NAGO CHIYOKO DODDS ADMINISTRATIVE SPECIALIST
%iE& FHF EEEMR

KINJO KIMIKO OKINAWA ACS ACCOUNTING TECHNICIAN
W EXF RETRATE
IKEMIYASHIRO TATSUMI USAG-J, OKI ADMINISTRATIVE SPECIALIST
MmE Ex EEEME

TABA KENJI USAG-J, OKI REF & A/C MECH

Hi5 7 AEKR UV ZES R T
SUEYOSHI MIKIO 505 QM BN BOAT CAPTAIN

RS §Fif fin &

MANDATORY RETIREMENT (AGE 60)

MATSUDA TOYO 18 CEG BUDGET ANALYST

#E 3 FESTHE
MOROMIZATO SADAHARU USAG-J, OKI RECREATION SPECIALIST
ERE 5F LoV IT—2a 0 HME

|y Thank you!
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Service
Years

eIk

44

37

19

26

16

44

35

17

13

38
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Attachment |

Form 8
8
Application for Child Medical Care Leave

F DOFEBIKRIRHFFHEE
To: Supervisor
EEE B
[Date H§EH (YYYYMMDD)]

[Employee Name H:E#]

IAW the provisions of Section P, Chapter 7, MLC, Section I, Chapter IV, MC, or Section P,
Supplement # 10, IHA, | request that Child Medical Care Leave (CMCL) be authorized as
follows.

FE, EARTGBRNOE 7 =P, MERKE4F TH, g0 TSR BT 7 =P HEiOBEIC
Ko3&%, UTO LB FOFEH#ERBOBGEEZ LET,

1 Status of Child (L) Name Xk #
HESITAR D F ORI

(2)DOB ZE4EA

2 Reason for CMCL
FREHEE
3 Requested Period
FH & 2 T

4R k
ﬁﬁ%emar S Number of CMCL Hours Taken Huf5 i f] IRFTH]

* Total 40 hours Number of CMCL Hours Requested This Time 4 [0l i 55 H#

allowable per year R

*4 [H] 40 [#] & THL . . .
nAe Number of Remaining CMCL Hours 7%k IRFfH]

5 Certification by
Childcare Facility, Address {EfT

etc.
(R A5 D 2E Telephone EaEE =
Pont of Contact 843 HAN E)
(Notes 7E)

- If CMCL was requested and approved orally, employee shall submit the written application immediately
upon returning to duty. 3 A, EiGE7R & TH LI72GEIE, HEEET 00 L TSy,
- If requesting multiple days of CMCL, enter all the requested days in column #3.
BZHONTIE, BEHORZ—FELTHLELZHAITIT. FLEDAEZT R TRALTIEIN,
- If child becomes sick/injured at the child care facility, etc., and an employee takes off the balance of
the day, certification by the child care facility, etc. is required in column #5. 512 OWCIE, MR BITEICHIT
BITRIFIZ )0 IFRE L, EERRTEH ORPISIHE LGSR ETEOFN 2 6 5o T E3Vy,
- Substantiating document(s) such as a physidan's certificate, resident registration, legal adoption
certificate, etc. are attached as necessary. [EROZMIE, LM EOE TRETEAFE DS IEEHE LEITS U T
WL TS ZEN,

* * * * * * * * * Kkkk * * * * *

Approved as requested FIFED & 50 §F ]

Disapproved for a mission-related reason 3% FO#AEIC X 0 RFFAT

Signature of USFJ Official K E{RE DE4 Date HfF

Supervisors shall forward one signed copy of this form to HRO/CPF with substantiating documents attached.
KEREIIMT IR & IRCER T H D T + — b % —HHRO/CPFIZ AT
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Attachment 2

Page 25

Date

MEMORANDUM FOR OKINAWA DEFENSE BUREAU
THRU: 18 FSS/FMSCJ

FROM: Your Office Symbol
SUBJECT: Documentations for leave

1. Attached are documentations of leave without pay (LWOP) for the following
employee:

Name:

ID Number:

Job Title:
Organization/Unit:
U/U-CE No:

2. Type of LWOP (checked as applicable):

[] Child Care Leave (CCL) & 2k

[] Family Care Leave (FCL) Jr#/{k3E

[] Reduce Work Hours (RWH) 75 i 45

[] Child Medical Care Leave (CMCL) D% i#IKIE
[ ] Other Leave & dfih

3. Period of LWOP:

Period: From (Starting Date) through (Ending Date)
Hours: From 0730 through 0930

Signature block of Supervisor

Attachments (checked as required):

USFJ Form 23EJ, Leave Application [k

Form 8, Application for Child Medical Care Leave [+ AR H HiE ]
Birth Certificate or Koseki-tohon [HARERIE £ 721X FEEREA] for CCL
Residence Certificate or Juminhyo-tohon [{£EZEA ] for CCL/FCL/CMCL
Medical Certificate [#2#i&] for <FCL/ICMCL>

Other (% D1t)

HmimnnN
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Date

MEMORANDUM FOR OKINAWA DEFENSE BUREAU
THRU: 18 FSS/FSMSCJ

FROM: Your Office Symbol
SUBJECT: Request for ALWOP Extension

1. Attached are documentations of authorized leave without pay (ALWOP) for
the following employee:

Name:

ID Number:

Job Title:
Organization/Unit:
U/U-CE No:

2. Type of LWOP (checked as applicable):

[] Child Care Leave (CCL) & /2fk3
[] Family Care Leave (FCL) fr#{Kk¥
[] Reduce Work Hours (RWH) 575 5] e fa

3. Period of LWOP:

Original Request: Period: From (Starting Date) through (Ending Date)
Hours: From 0730 through 1630

Request Extension: Period: From (Starting Date) through (Ending Date)
Hours: From 0730 through 1630

Signature block of Supervisor

Attachment:

[] USFJ Form 23EJ, Leave Application [{AHERJE]
[] Other (% d1th)
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Attachment 4

Date
MEMORANDUM FOR OKINAWA DEFENSE BUREAU
THRU: 18 FSS/FSMCJ

FROM: Your Office Symbol

SUBJECT: Return to Duty from Child Care Leave (CCL)
The employee identified below has returned to work from CCL effective (Date).

Name:

ID Number:

Job Title:
Organization/Unit:
U/U-CE No:

She/He was placed in authorized LWOP during the period of From (Starting Date)
through (Ending Date).

Signature block of Supervisor
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Attachment 5

MEMORANDUM FOR

FROM: 18 FSS/FSMCJ
Unit 5134, Box 30
APO AP 96368-5134

SUBJECT: Detail (JRiE)

1. You will be detailed to the position of Position Title, Series, Type of Contract,
Grade effective Date at Organization Name and location for a period not to exceed
Date. During the detail, your monthly basic pay will remain the same and the waiting
period for next within-grade-increase will not be affected by this detail action. Upon
termination of this detail, you will be returned to your former position.

2. This action may be terminated any time upon return of permanent incumbent or at
management’s discretion.

1. 8% - 9%t RO BE4, RHORS, BE FROBAUIC XXEXAXXA »

o XXEXXAXXE DHMOIREMNREY F LIz, IREHARPDHEELIRE S W HERT
EREENAXIRESN, X, COREREFIRATHFHBINGRICEEZRIFTLOTE
HYFEA, RENDKTRITIKEEMDBIAICRSIFEIZBYETS,

2. ERMEENIBAICERT AR XIIEEZOHIMTICEK YRGS THIZIRERT &
BAGELHYFET,

Specialist Name

Staffing & EmploymentTechnician

I, , acknowledge the above conditions pertinent to
detail action.

h. X LRERDIREHREICET SERHICER M =LE
TO

Signature Date
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Attachment 6

Page 29

MEMORANDUM FOR

FROM: 18 FSS/FSMCJ
Unit 5134, Box 30
APO AP 96368-5134

SUBJECT: Temporary Promotion (—M#fY5-#4)

1. You will be temporary promoted to the position of Position, Title, Type of Contract,
Series, Grade, effective Date at Organization Name and Location for a period not to
exceed Date. Your monthly salary will be set at the grade of the position which you
are being temporary promoted and the waiting period for next within-grade-increase will
not be affected during this period. Upon termination of temporary promotion, you will
be returned to your former position.

2. This action may be terminated any time upon return of permanent incumbent or at
management’s discretion.

1. @ - 9B RO BES ROURS, BE FROBLIC XXEXAXAE A
o XXEXXAXXH DHEO—RHMFRARFYE L. —FUEHRHRDOKBEX—K
HIZHRET PBBOERMNZHE SN, X, RUEHFHINGEICHEZRIETIOTIE
HYFEA, —FHHFRORTREI-FHERENOBAMICRDIEICEYES,

2. ERWEENIBAICKHEYT SR XITEZEEOHIBIC K YR T — R FE
RTELGDIBELHYET,

Specialist Name
Staffing & EmploymentTechnician

I, , acknowledge the above conditions pertinent to
temporary promotion.

Fh. FERED—RMFBEEICET S2RHICRRE L
F9,

Signature Date




