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What is TOA?

Definition: Authorized Period of Administrative Leave

=2 Types:
= On-the-Spot TOA (STOA)
» To recognize special acts or services

= Permanent, Post-Retirement, and Limited Term
employees

= Superior Performance TOA (PTOA)
» To recognize sustained superior performance
= Permanent and Post-Retirement employees



4 hours up to 8 hours, in 1-hour increments

NTE 16 hours in total per calendar/contract year
NTE 48 hours in total with Superior Performance TOA

Shall be used within 3 months (e.g., 1 Jan thru 31 Mar), or
will be forfeited

Examples:
= Heroic act demonstrated in an emergency
= Service which reflect favorably upon USFJ
= Enhancing US-Japan relationship, etc



STOA (cont’d)

= Nomination/Approval: Supervisors in employee’s
chain of command

= Nomination to be submitted within 14 calendar days
from the date of act/service

» Brief description of act/service on USFJ Form 12



16 hours up to 40 hours, in 8-hour increments
NTE 40 hours in total per calendar year

NTE 48 hours in total with On-the-Spot TOA
Performance evaluation period: 1 Oct thru 30 Sep
(1 Apr 19 thru 30 Sep 19 for 1 Jan 20 PTOA only)

= Must be on the payroll for at least 12 months prior to the
evaluation period

= Must cover continuous 12 months in the same job during the
evaluation period

Granted on 1 Jan and shall be used by 31 Dec, or will be forfeited

= E.g., PTOAo be granted on 1 Jan 2021 for the evaluation
period of 1 Oct 2019 thru 30 Sep 2020

= E.g., PTOA granted on 1 Jan 2020 expires on 31 Dec 2020



PTOA (cont’d)

Nomination: First or Second-line supervisors in
employee’s chain of command

Approval: Next higher-level supervisor in employee’s
chain of command

Brief description of act/service on USFJ Form 12

Consider granting Performance TOA for those who are
Ineligible for Special Step Increase (SSl), such as:

= Employees on maximum step;
= Permanent employees less than 4 years of service; or
= Nominated for SSI but not selected, etc.



PTOA (cont’d)

= Guideline to determine the number of PTOA hours
- also consider SSI common factors

Impacts functions, mission,
or personnel of activity,
installation, or regional

Impacts functions, mission,
or personnel throughout

area Japan
gﬂlci)c,:essful L 24
g:l%r:;lgssful 3 32
Outstanding 32 40
Exceptional 40 40




TOA Restrictions

Both On-the-Spot and Performance TOA are:

*NOT to be carried over to a new organization when an employee
transfers

sNOT to be converted to cash
*NOT to be grieved

*NOT eligible when an action is taken/processed under Chapter 8
(MLC) / Suppl #3 (IHA)

*NOT eligible when on a Help Assistance Program (HAP)

For Performance TOA only:
*NQOT eligible when not meeting 5/6 or more attendance

sNOT to receive both SSI and Performance TOA based on the
same evaluation period



Request for TOA Usage

Employee submits a request to supervisor

» USFJ Form 23EJ (Leave Application)

* Check “Administrative Leave”

* Minimum 1-hour increments

= Attach a copy of USFJ Form 12 presented by supervisor
Supervisor approves or reschedules

Timekeeper monitors usage and keeps track of remaining
hours

Coding on Time & Attendance
= “STOA” for On-the-Spot
= “PTOA” for Performance
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Supervisor presents TOA (returned Form 12) to employee

» Estimated Timeline from nomination to approval
STOA — Takes 1 %2 to 2 months to complete the process
PTOA — nominations submitted around Oct or Nov and granted on 1 Jan of the

following year



Nomination Timeline

On-the-Spot TOA (STOA)
Submit within 14 calendar days after the act/service

Superior Performance TOA (PTOA)
Around August ~ September, CHRO will send out
notifications

USFJ Form 12 will be submitted to CHRO for
processing/approval. Upon authentication, USFJ Form 12
will be returned to the supervisor for presentation to the
awarded employee.



Nomination Form (USFJ Form 12)
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