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NAF EMPLOYEE HANDBOOK

Introduction

The United States Arny wel cones you. As a NAF enpl oyee, you
are one of our nost val ued resources. You are now a menber
of the Arnmy team making an inportant contribution to the
mlitary conmunity. We are conmitted to excellence.
Teamwor k, cooperation, and custoner satisfaction are
essential in providing the best possible service for our
mlitary personnel, their famlies and ot her nenbers of the
mlitary community. W value all our custoners. CQur
custoners are the reason for our services and our jobs.

This booklet is provided for your use as a reference about
the conditions of your enploynment as an Armnmy NAF enpl oyee.
It has been designed to explain basic enpl oynent

i nformati on, and contains your obligations,
responsibilities, rights and benefits. This booklet is not
a contractual basis for enploynent.

NAF enpl oyees are not deenmed to be Federal enpl oyees for
pur poses of nost O fice Personnel Mnagenent-adm ni stered
| aws and regul ations. Thus, the policies, procedures, and
entitlements relating to NAF enpl oyees are different than
those for Appropriated Fund (Cvil Service) enployees.

Detail ed information regardi ng enpl oynent can be |ocated in
Arnmy Regul ation (AR) 215-3, NAF Personnel Policy. For
guestions about any specific conditions of enploynent, or
clarification on various issues, contact your supervisor or
your servicing NAF human resources representative for
assi st ance.

We wel come your recomrendati ons and comments. Pl ease
address themto Headquarters, Departnent of the Arny,
Ofice of the Assistant G1 for Cvilian Personnel, NAF HR
Policy and Prograns Division, ATTN. DAPE- CPD- NF, 2461

Ei senhower Avenue, Al exandria, Virginia 22332-0300.
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Army Civilian Corps Creed

e | am an Army Civilian —a member of the Army Team

e | am dedicated to our Army, our Soldiers and Civilians
e | will always support the mission

e | provide stability and continuity during war and peace

e | support and defend the Constitution of the United States and consider it an honor to
serve our Nation and our Army

o |live the Army values of Loyalty, Duty, Respect, Selfless Service, Honor, Integrity, and
Personal Courage

e |am an Army Civilian

THE ARMY VALUES

Duty, honor, integrity, courage, |loyalty, respect, and
sel fl ess service, nmake up the Arny ethic or val ues. As
civilian enpl oyees of the Arny, we are conmitted to the
same values as our uniformed mlitary team nenbers.

EMPLOYMENT POLICY

The Departnent of the Arny is an equal opportunity

enpl oyer. That means that positions are filled w thout
regard to race, marital status, color, religion, age, sex,
awful political affiliation, |abor organization
menber shi p, physical disability, or national origin. Also,
positions are filled on the principles of nerit. Enployees
are hired, pronoted, and reassigned based on their
qualifications for the job and any requirenments of the |aw.

WHISTLEBLOWER PROTECTION

NAF enpl oyees and applicants will be free fromreprisal in
maki ng protected disclosures, and the confidentiality of
enpl oyees and applicants nmaki ng such disclosures wll be
protected. Any NAF enpl oyee or applicant who reasonably
bel i eves that a personnel action was taken or not taken as
reprisal for making a protected disclosure, nay file a



conplaint with the Departnent of Defense (DoD) Inspector
Ceneral. Such a conplaint may be filed by witing a letter
addressed to the DoD Hotline, the Pentagon, Washi ngton DC
20301-1900. Activities must publicize the procedures for
filing a conpliant.

SEXUAL HARASSMENT

Sexual harassnent is prohibited by law, and wll not be

tol erated. Sexual harassnment includes any unwel cone sexual
advances or requests for sexual favors or any conduct of a
sexual nature. Exanples include deliberate or repeated
unsolicited and unwel come comments or gestures; or physical
contact of a sexual nature which are unwel cone; or

inmplicit or explicit coercive sexual behavior to control,

i nfluence, or affect the career, salary, or job of an

enpl oyee when:

» Subm ssion to such conduct is nmade either explicitly
or inplicitly a termor condition of a person's job,
pay, or career or,

» Subm ssion to or rejection of such conduct by a person
is used as the basis for enpl oynent deci sions
affecting that person, or

» Such conduct has the purpose or effect of
substantially interfering with an individual's work
performance or creates an intimdating, hostile or
of fensi ve wor ki ng environnent.

Any enpl oyee who perceives they are being sexually harassed
by a supervisor, superior, co-worker, or peer, should make
it clear that such behavior is offensive and report the
harassnment to either or all of the follow ng: the

i ndi vidual's supervisor or second |evel supervisor; a
representative in the NAF Human Resource O fice (HRO, a
representative in the Cvilian Personnel Advisory Center
(CPAC); a representative in the installation's Equal

Enpl oynment Cpportunity Ofice (EEQ; or, the Comander or
his representative.

LABOR ORGANIZATIONS

You have the right to join or not join a union. Depending
on the | abor organization, joining a union may require that
you pay dues on a regular basis. If your positionis in the



bar gai ni ng unit, you are covered by the collective

bar gai ni ng agreenent (union contract) and you shoul d have
been given a copy of the contract at the tine you were
placed in a bargaining unit position. Wether or not you
choose to join the recogni zed | abor organi zation, you are
nonet hel ess covered by the collective bargai ni ng agreenent
and will be represented by the recognized | abor

organi zation as specified in the collective bargaining

agr eenent .

POLITICAL ACTIVITY

The Hatch Act Reform of 1993 took effect on February 3,
1994. It restored many of the rights of Federal enployees
to include NAF that were rescinded in the 1930's by the
Hat ch Act. The new provisions of the | aw are provi ded

bel ow:

What employees may do:

Be candi dates for public office in nonpartisan el ections.
Regi ster and vote as they choose.

Assist in voter registration drives.

Express opi ni ons about candi dates and i ssues.

Contribute noney to political organizations.

Attend political fundraising functions.

Join and be an active nmenber of a political party or club.
Si gn nomi nating petitions.

Canpai gn for or against candidates in partisan el ections.
Distribute canpaign literature in partisan el ections.
Hol d office in political clubs or parties.

What employees may not do:

Use their official authority or influence to interfere with
an el ection.



Col l ect political contributions unless both individuals are
menbers of the sanme Federal |abor organization or enployee
organi zation and the one solicited is not a subordinate

enpl oyee.

Knowi ngly solicit or discourage the political activity of
any person who has busi ness before the agency.

Engage in political activity while on duty.
Engage in political activity in any governnent office.

Engage in political activity while wearing a uniform or
official insignia identifying the enployee's office or
position.

Engage in political activity while using a governnent
vehi cl e.

Solicit political contributions fromthe general public.
Wear political buttons on duty.

Be candidates for public office in partisan el ections.

GARNISHMENT FOR PRIVATE DEBTS

Public Law 102-94, allows the docking of pay in order to
settle private debts. The | aw specifies the |egal
procedures that nust be followed and places |imts on the
percentage of an enpl oyee's salary that can be garni shed.
Thi s requi renent becane effective February 3, 1994, and
states that agencies nust honor a court order (wit) from
any court of conpetent jurisdiction. Orders fromstate
agenci es al so nust be honored, when they are in alinony and
child support cases. Child support and alinony orders take
priority over orders for collecting any other debts. Cal
your installation |legal advisor if you have questions
concerni ng garni shnment acti ons.

FINANCIAL DISCLOSURE

Sone enpl oyees, such as auditors, attorneys, or officials
wi th significant nanagenment responsibilities at certain
organi zati onal |evels and enpl oyees who nmake deci si ons
about awardi ng contracts, are required to nmake statenents
describing their outside enploynment and financi al



interests. Ot her enpl oyees whose outside enpl oynment or
financial interests may represent a conflict of interest,
or the appearance of one, may al so have to nake financi al
di scl osure. The installation's | egal advisor can provide
you with further information.

EMPLOYMENT OF MILITARY PERSONNEL

Of Duty Mlitary (ODM - Enlisted personnel may conpete
for part time or flexible NAF positions as vacanci es occur.
Upon sel ection and approval of enploynent by the

i ndi vi dual's commandi ng of ficer, the individual may work
for a NAF activity after duty hours.

Retired Mlitary Personnel - Retired mlitary nenbers of
the Arned Forces of the U S. who are entitled to receive
retired pay for such service may be considered as eligible
for enmpl oynent for Regular Full-tine, Regular Part-tine,
Flexible, or Limted Tenure positions within Arnmy NAF
activities.

Enpl oynment in a NAF position within 180 days i medi ately
followng retirenment requires approval of the Installation
Commander. No approval is required for continued enpl oynent
if the individual was enployed as an ODM at the tinme of
retirenment and remains without change in the sanme position
and sanme category of appointnment during the 180-day waiting
peri od.

YOU AND YOUR SUPERVISOR

The day-to-day managenent of your activity and its

enpl oyees is the basic responsibility of your inmediate

supervisor. The role of the supervisor is to provide

gui dance and to help you do your job better. Your

supervisor is responsible for and has the authority to:
1. Sel ect or Separate Enpl oyees

2. Approve and di sapprove | eave requests and certify tine
and attendance

3. Set performance standards and goal s
4. Assign work and eval uate perfornmance

5. Train and devel op subordi nates



6. Recogni ze performance with appropriate awards
7. Discipline enployees as necessary
8. Revi ew enpl oyee grievances and resol ve conpl aints

9. Determ ne requirenents to conduct busi ness based
actions

You and your supervisor are working together to provide

hi ghly professional services to customers. Your supervisor
wi |l answer any questions you may have concerning the
performance of your job. If there is something you do not
under st and about your job, discuss it with your supervisor.
If problens still exist and questions cannot be answered or
resol ved by your supervisor, you may discuss the matter
with the next higher |evel of supervision.

PAYMENT POLICIES

You will normally receive your paycheck on the sanme day
every 14 days, 26 times a year. There will likely be a
delay in getting your first paycheck. Delay occurs because
of the tinme needed for processing your initial tinme and
attendance record. If you have questions about your pay,
talk it over with your supervisor. Direct deposit of your
paycheck to a financial institution of your choice is a
requi renent of Defense Finance and Accounting Services
(DFAS). DFAS can make exceptions to this policy in
extenuating circunstances. Your servicing NAF HRO wi ||
provi de you the proper fornms for direct deposit upon
request, or advise you on the procedures necessary to
request that direct deposit be waived.

You will receive an on-line Leave and Earni ng Statenent
(LES) that shows the anobunt of your gross pay, the anount
for each deduction, and the anmount of your take-hone pay.
You may view your LES and nore on “nyPay” at

wwwv. nypay. dfas. m | or request a hardcopy. The foll ow ng
deductions are taken: Federal Incone Tax; State |Incone Tax
(except for overseas enployees); and Federal |nsurance
Contribution Act (FICA) Tax. If you are eligible for NAF
benefits and elect to participate, deductions will be made
for the prograns you choose such as: retirenent; group
life, medical and dental; and deductions for the 401(k)
savi ngs plan. Deductions may al so be nade at your request



http://www.mypay.dfas.mil/

for US Savi ngs Bonds, contributions to the Conbi ned Feder al
Canpai gn, union dues as applicable; and, allotnents to
financial institutions such as a credit union, bank, or

ot her savings institution.

WORK SCHEDULE

The manager establishes and posts work schedul es on the
activity bulletin board two weeks in advance. Fromtine to
time it may be necessary to change schedul es on short
notice. When this occurs, every attenpt will be nmade to

gi ve you advance noti ce.

ATTENDANCE

|f for some reason you nust be absent, or you will not be
able to get to work on tine, you nust notify your

supervisor as early as possible. This nust generally be
done within 2 hours of your scheduled tine to start work. A
good attendance record is inportant and nay be consi dered
in your performance eval uation. Being on tinme for work,

wel | groonmed and properly attired is an essential first
step to good perfornance.

REST PERIODS

Short rest periods or breaks are permtted for protection
of the enployee's health such as relief from hazardous
work; relief of fatigue caused by continuous physical
exertion when work perforned in confined spaces limts
personal activities; or, for increased efficiency or
productivity. A 15-minute rest period is authorized for
each 4 hours of continuous work. A rest period cannot be
used as a continuation of the lunch or dinner period, nor
can it be used to shorten the daily work schedul e. Your
supervi sor establishes the rest period policy in witing
and posts for all enployees to observe.

MEAL PERIODS

| f you are scheduled to work in excess of 6 hours, you will
be schedul ed a neal period. Meal periods are indicated on
the work schedule and are no |l ess than 30 mnutes, or nore
than 1 hour. The neal period is not considered duty tine
and therefore you are not paid for that period of tine.

Enpl oyees will not be required to work nore than 6 hours in
any workday without a nmeal period. |If however, the natures



of your duties require that you remain at the duty station,
an on-the-job neal period may be established. In this case,
you will be paid for an on-the-job neal period not to
exceed 20 m nutes.

YOUR JOB DESCRIPTION OR POSITION GUIDE

Your job description or position guide was provided to you
assuring that you will be aware of the duties of your job.
Your supervisor will discuss with you all duty requirenents
outlined. Ask questions if you do not fully understand what
is required of you. It is not necessary for your position
gui de or job description to identify every duty you
perform It is inportant that you fully understand that
they do not restrict the assignment of duties to you by
your supervisor and that refusal to perform assi gned proper
and reasonabl e tasks may result in disciplinary action. If
you question the validity of an assignnent, discuss the
matter with your supervisor's supervisor. Al NAF enpl oyees
inthe United States and US citizens’ enpl oyees overseas
have the right to file a position classification conplaint
concerning their own positions. Conplaints may be filed on
the accuracy of the position, official title, series,
grade, or pay category. The installation comrander issues
final decision on classification conplaints for all NF and
CC pay band positions. For NA, NL, and NS positions the
installation commander issues decisions on the initial
conplaint. The enpl oyee has the right to grieve the
installation commander's decision to Departrment of Arny. If
the conplaint is not resolved at DA, the enployee has the
right to grieve the decision to the Ofice of Personnel
(except for a decision on the accuracy of the job
description) for final determ nation.

TRAINING AND DEVELOPMENT

When you first begin work, you are given a general
orientation by your NAF Hurman Resources (HR) representative
and by your supervisor. There is sonme i nedi ate on-the-job
training given by your supervisor or (sonmeone del egated by
your supervisor) so that you know exactly what tasks and
what procedures are used. In addition to on-the-job
training that you receive, you may receive formal training
ai med at hel ping you inprove your skills in your work. Such
training may invol ve classroominstruction, neetings, or
conf erences, exposure to new equi pnent, and readi ng
manual s. You may be rotated through different work



assignments or enrolled in a series of courses as part of
an approved career-training program The many training
opportunities provided to enployees are directly related to
the needs of the activity and the size of the activity's
trai ni ng budget .

YOUR SERVICING NAF HUMAN RESOURCE OFFICE (HRO)

Your Civilian Personnel Advisory Center (CPAC) Director has
responsibility for providing adm nistrative staff

supervi sion over the NAF personnel program Your NAF HR
representative serves as a |iaison between enpl oyees and
managenent. |f you have questions concerni ng personnel
matters, you may either call or visit the NAF HR Ofice
(HRO. If you want to visit their office during duty hours,
make sure you have your supervisor's pernission to | eave
your place of duty.

PERSONNEL RECORDS

An official personnel folder (OPF) is established at the
civilian personnel advisory center, NAF HRO at the tinme you
enter on duty. It will contain a conplete record of your
NAF wor k history. Performance ratings, personnel actions,
di sciplinary actions, letters of commendation, orders, and
ot her authorized docunents are a part of the permanent
file. You will be provided copies of all docunents as they
are processed. It is recommended that you establish and
mai ntain your owmn file of these docunents. You have the
right to review your official personnel file in the
presence of a NAF human resources office representative.
You nust pronptly report any changes such as, address
change, nane change, or change in beneficiary to your NAF
HRO who wi Il ensure that payroll and enpl oyee benefits are
notified of your changes. As an enpl oyee, you al so have
access to “My Biz”, your personnel information. This
information is nmade available to you on the web-site at
wwmw. cpol .arny. ml. You may view and update certain
personnel information related to your enploynent.

THE PRIVACY ACT

You are covered by the Privacy Act, neaning that under
Federal |aw, you cannot be asked to provide informtion
unl ess the collection of such information is needed and
justified by a | egal authority. Your personnel office has



an obligation to assure that all information contained
wi thin your OPF is secured and saf eguar ded.

JOB OPPORTUNITIES

Positions are usually filled by use of a job vacancy system
adm ni stered by your NAF hunman resources office. Job
posting is a formal programfor listing position vacanci es,
as they occur. If a position is advertised and posted, it
is considered to be a conpetitive recruitnment action.
Vacancy announcenents are posted on the Arny enpl oynent
site at http://acpol.arny.ml/enpl oynent/naf. htm You can
al so visit your servicing NAF HRO or the enpl oyee bulletin
boards | ocated at your activity. The details of the jobs,

i ncludi ng selection criterial/requirenents and instructions
about applying for the position, appear on the vacancy
announcenent. You are encouraged to apply for any positions
for which you believe you are qualified. Appropriate forns
are available at http://cpol.army.m|/|ibrary/naf/jobkit/
or fromyour servicing NAF HRO

CAREER REFERRAL PROGRAM FOR NAF EMPLOYEES

The career referral programwas established to attract and
retain highly qualified enpl oyees by providing greater
career opportunity for pronotion, transfer and reassi gnnent
to managerial, professional, technical, and adm nistrative
posi tions. An applicant nust apply against a specific
vacancy announcenent to receive consideration. Enpl oyees
may apply at www. cpol.army. m|/enploynment. A referral |ist
of eligible candidates is established and issued to the
hiring official by Famly and Mrale Wl fare Command

( FMARC) .

Al'l NAF enpl oyees who are eligible for positions NF | evels
4 and above may register in the programthrough the MAR
Resunme Buil der — www. marjobs.arny. m|. Enployees identify
geographi cal | ocation preferences and positions for which
they want to be considered for enploynent.

OFFICE OF PERSONNEL MANAGEMENT (OPM) INTERCHANGE
AGREEMENT

The Departnent of Defense/ OPM i nterchange agreenent,
approved Septenber 21, 1991, allows eligible NAF enpl oyees
to apply for APF or civil service positions wthout being
referred fromcivil service registers, and it allows
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enpl oyees serving in positions in the conpetitive civil
service to be appointed to NAF positions. Appointnents
under the interchange agreenent are considered voluntary.
El i gi bl e DoD NAF enpl oyees may apply for positions at any
grade level (e.g., eligible NAF enpl oyees may apply for
Arny APF civilian career program positions filled through
the Arny CGvilian Career Evaluation System by registering
in that system). NAF enpl oyees applying for APF positions
w Il be considered along with applicants who are eligible
to transfer from other government agencies.

NAF enpl oyees who are appointed in the conpetitive civil
service under the terns of the Interchange Agreenment wl |
recei ve conpetitive civil service status. Thereafter, such
enpl oyees will be entitled to the benefits and privil eges
provided by the civil service rules and by OPM s
regul ati ons. Enpl oyees of the conpetitive civil service who
are appointed to NAF positions under the ternms of this
agreenent will have benefits and privileges in accordance
wi th Arnmy NAF personnel regul ations.

KINDS OF APPOINTMENTS

Fl exi bl e - The enpl oyee serves in an indefinite position
either on a schedul ed or on an as needed basis. Enpl oyees
paid on the NA, NL, NS, or CC pay schedul e and who are
regul arly schedul ed nust have a docunent ed guarant eed
nunber of hours per week. An enpl oyee serving under a

Fl exi bl e appoi ntment category is not eligible to receive
benefits. Service is credited toward conpletion of the 1-
year probationary period up to a maxi mumof 6 nonths, if
the position is converted to a regular category w thout a
change in duties, and there is no break in service.

Regul ar Part-tinme - The enpl oyee serves in a continuing
position on a schedul ed basis for 20 to 39 hours a week.
The m ni mum wor kweek is 20 hours. The Enployee is eligible
to participate in benefits plans, and accrues annual and
sick | eave, and nust serve a one-year probationary period
upon initial appointnent (or as identified under Flexible
appoi ntment . ).

Regular Full-tine - The enpl oyee serves in a continuing
position on a schedul ed basis for 40 hours a week. The

enpl oyee is eligible to participate in benefits plans, and
accrues annual and sick | eave, and the incunbent nust serve




a one-year probationary period (or as identified under
Fl exi bl e appoi nt ment).

Concurrent - An enployee may hold nore than one civil
service or NAF position as long as the enpl oyee does not
work nmore than a total of 40 hours per week. An enpl oyee
may not serve concurrently in nore than one part-tine
position. However, they may hold a part-tinme position and a
flexible position or nultiple flexible positions.

Regular Limted Tenure (Regular Part-tinme or Regular Full -
time) - The enployee serves in either a part-tinme or full-
time appointnment for alimted period in excess of one
year. The enployee is eligible to participate in the
benefits plans, and accrues annual and sick | eave. This
service is credited toward conpl etion of the one-year
probationary period up to a maxi mumof 6 nonths if the
position is converted to a regular appointnent with no
change in duties and no break in service.

Seasonal (Regular Part-tinme or Regular Full-tinme) - The
enpl oyee serves in a continuing position on a seasonal
basis, with a minimumof 6 nonths in a work status.

Enpl oyee is eligible to participate in benefits plans, and
accrues annual and sick |eave, and the enpl oyee nust serve
a one-year probationary period upon initial appointnent.

Emergency Hire (Not to exceed 30 days) - Enpl oyee is

appoi nted nonconpetitively to a flexible position for

enmer gency purposes not to exceed 30 days. The appoi nt ment
nmust be termnated wthin the 30-day period, and cannot be
converted to a regul ar appointnent. In unusual

ci rcunst ances, the appoi ntnment may be extended an

addi tional 30 days with appropriate approval. The

i ndi vi dual nust conpete as an outside candidate for further
enpl oynment wi thin NAF. The enmergency hire period is not
creditable towards any future credit for service
conput ati on or probationary period purposes.

PROBATION

The purpose of the probationary period is to afford a final
test of the enployee's ability and fitness for the position
as denonstrated by actual performance on the job. Each

i ndi vidual receiving an initial appointnment to a regul ar
full-time or regular part-tine position is required to
serve a one-year probationary period. Individuals with



prior service in a Departnent of the Army Nonappropri ated
Fund Instrunentality are required to serve a new

probati onary period upon reenploynent in a regular full-
time or regular part-tine position if the break in service
exceeds 3 years. Service in a DoD position paid from
appropriated funds counts toward conpletion of the
probationary period only if the NAF appoi nt mrent was w t hout
a break in service of nore than 3 days. An enpl oyee may be
separated during the probationary period for failure to
denonstrate the skills and character traits required for
sati sfactory performance in the position.

PERFORMANCE RATINGS

Enpl oyees serving under a regul ar appoi ntnment and flexible
enpl oyees in the NF pay systemw || be issued a performnce
eval uation and rating. The system was established to

eval uate the quality of enployee performance on a
continuing basis against realistic performance

requi renents. Enpl oyees are advised of requirenments of
their jobs, evaluated on their performance, recogni zed for
exceptional performance, and provi ded necessary information
in order to inprove performance where identified.
Performance is evaluated fairly and objectively and

di scussed with each enpl oyee. An annual performance rating
remains in effect until superseded by the next successive
annual rating. There are 5 official performance ratings
that may be assigned to the enployee's | evel of perfornmance
as foll ows:

Outstanding - This rating is authorized when all aspects of
an enpl oyee's performance or goal s and objectives have
exceeded the requirement for satisfactory performance for a
12-nonth period and are sufficiently outstanding to deserve
speci al comrendati on and recognition.

Excellent - This is authorized when the majority of the
aspects of an enpl oyee's performance or goals and

obj ectives are exceeded. Enployee performance is of a
quality clearly exceeding the requirenment for a
satisfactory rating.

Satisfactory - A satisfactory rating is authorized when the
enpl oyee' s performance neets, but does not exceed the
aspects of performance or goals and objectives to the
degree required for a rating of excellent.



Minimally Satisfactory - The enpl oyee marginally neets the
aspects of performance or goals and objectives and is often
bel ow the satisfactory |level. The enpl oyee will be
counsel ed on duty requirenents and given the opportunity
and necessary training to inprove performance.

Unsatisfactory - An unsatisfactory rating is authorized
when an enpl oyee's performance fails to neet the aspects of
performance or goals and objectives for satisfactory
performance, in spite of a witten warning notice and
effort by the supervisor to help the enpl oyee inprove. This
| evel may only be assigned after the supervisor has warned
t he enpl oyee, in witing about work performance that fails
to nmeet the performance standards or goals and objectives.
Action will be imedi ately taken to reassign or separate

t he enpl oyee.

INCENTIVE AWARDS

The Incentive Awards program applies to all Arny NAF

enpl oyees including mlitary personnel enployed during off-
duty hours. The termincentive awards include cash awards,
| engt h-of -servi ce awards, honorary awards, and pay

adj ustments for pay band enpl oyees or suggestions. The
program recogni zes an enpl oyee' s performance, speci al

achi evenents, or contributions made to the Arny m ssion.
Your supervisor will explain your activity's policy
regardi ng the issuance of awards.

Suggestions - You may receive cash or honorary recognition
for a suggestion that contributes directly to doing a
better or nore econonical job. Your suggestion may be
concerned with an inprovenent within your activity or
entirely outside your present job. If your idea is adopted,
you receive a certificate and usually a cash award in
proportion to the benefits of the idea. The Suggestion
Program Manager can assist you with all suggestions at your
installation.

Speci al Achi evenents - Your performance may be recomrended
by your supervisor in order to receive a cash award in
recogni tion of outstanding work perfornmance. Exceptional
wor k performance for one year nmay nerit a |lunp sum cash
award, or your work performance may be recogni zed by a

per manent increase in your pay known as a perfornmance based
adj ustment. You nay receive an on-the-spot cash award for a
one-tinme special effort or service that exceeds the nornma



requi renents of your job. You may al so be recommended for a
cash award in recognition of a special act or special
servi ce outside your normal job performance. Exanpl es of
special acts or services nmight be, putting out a fire in
the storeroom of the club, or perhaps, you adm nistered CPR
to a custonmer or co-worker, or you saved a child from
danger.

Time OOf - The Tine Of award is given for special

achi evenents or acts, or exceptional performance. It nmay be
gi ven instead of cash awards. The enpl oyee's i medi ate
supervi sor authorizes a time off award. Up to 40 hours may
be authorized for a specific achievenent, and up to 80
hours maxi mumis authorized during any 12-nonth peri od.
There is no charge to the enpl oyee's annual | eave bal ance.
The amount of Time-Of should be proportionate to the val ue
of the contribution being recognized.

Honorary Awards - Honorary awards nmay be given for

out st andi ng performance and achi evenent and are usually
acconpani ed by a nedal, certificate, plaque, or other item
t hat can be worn or displ ayed.

PAY SYSTEMS

Pay Band System - The Arny NAF (NF) Pay Band System
includes all clerical, admnistrative, sales, technical
servi ces, and nmanagerial, executive professional and
personal service positions. Positions in this category are
identified as "NF" with pay levels fromNF1 through NF-6.
This system does not require a mandatory waiting period for
pay i ncreases. The | ower pay band rates (NF-1, NF-2, and
the mninmum for NF-3) are determ ned by | ocal wage surveys
conducted by the Departnent of Defense WAage Setti ng

Di vi sion. The higher pay band m ni munms and maxi munms (the
maxi mumrate for NF-3, NF-4, NF-5, and NF-6) are related to
the General Schedule (GS) and the Senior Executive Service
(SES) pay ranges. Pay increases for these bands are
effective when changes are nade to the GS pay scale.

Car egi vi ng Personnel Pay Program (CC) - Positions within
the Child Devel opnent Centers provide direct care or
supervision of children are identified as "CC' with grade

| evel s ranging from CC2 through CC-5. Caregiving personnel
are paid under the Caregiving Personnel Pay Program (CPPP).
Pay rates are divided into two pay bands. The ranges for CC
pay bands are equal to the hourly rate of the General



Schedul e (GS) enpl oyees. Pay band | is equal to the hourly
rate of the GS-2 step 1 through GS-3, step 10, Pay Band |
is equal to the hourly rate of GS-4, step 1 through GS-5,
step 10. Enpl oyees hired in devel opnental positions, CC 2
and CC-3, are pronoted non-conpetitively to the target
grade of CC-4 upon conpletion of required training and
denonstration of satisfactory perfornance.

Federal Wage System (FW5) (NA, NL, NS) enployees - This
category includes positions in a recognized craft or trade,
or manual | abor occupation. The positions in this category
are identified as NA (Worker), NL (Leader), and NS
(Supervisor). The pay of these positions is fixed and
adjusted annually in line wwth the rates paid by private
enpl oyers to full-time enpl oyees in whol esale, retail,
services, and recreational establishments in the locality
of enpl oynent. WAge schedules are transmtted directly to
installations by the DoD wage Fixing Authority. Wthin each
grade are five steps of increased rates of pay. Upon
serving the appropriate waiting period in a step and
continued satisfactory performance, an enpl oyee will
automatical ly advance to the next higher step or |evel of
pay until the maxinum step 5 | evel is reached.

OVERTIME

On occasion, your supervisor may require you to work
additional tinme outside your usual work schedule. If it
beconmes necessary for you to work overtine, you nmay be
eligible to receive overtinme paynent.

All CC, NF levels 1, 2, and sone NF |evel 3, enployees
nmust be paid overtinme when permtted or allowed to work in
excess of 40 hours per week. Al FWS enpl oyees are entitled
to overtinme pay for work in excess of eight hours in a day,
or in excess of 40 hours in the work week, whichever is
greater. These enpl oyees are identified as “Non-Exenpt”.
However, all reference above enpl oyees nmay request
conpensatory tinme off in lieu of overtine pay. An enpl oyee
whose NF | evel position is "Exenpt" may receive overtine
pay or conpensatory time only if approved by the supervisor
i n advance.

The Fair Labor Standards Act does not apply to positions in
forei gn areas.



Your supervisor will tell you about your entitlenment to
receive overtine pay, or provide you the installation
policy for "Exenpt" enpl oyees working overtinme. Your NAF
personnel representative will also assist you with any
concerns or questions you may have.

HOLIDAYS

Al regular full-tinme enployees and regular part-tine

enpl oyees with a basic workweek of 5 or 6 days are entitled
to holiday pay for all holidays.

Legal holidays observed are:

First day of January

Thi rd Monday of January

Third Monday of February

Last Monday of My

Fourth day of July

First Monday of Septenber

Second Monday of Cctober

El event h day of Novenber

Fourt h Thursday of Novenber

Twenty-fifth day of Decenber

Any ot her day designated as a holiday by Federal statute or
Executive order.

LEAVE

Ear ni ng

Regul ar Full-tinme and Regular Part-tine and Regular Limted
Tenure enpl oyees earn both annual and sick | eave. Flexible
enpl oyees do not earn leave. If you are eligible for |eave,
you may use your |eave as it accrues. There is no waiting
peri od.

Sick leave is earned at the rate of 5% of the total hours
in a pay status, up to a maxi mrum of 40 hours per week. This
is wthout regard to the length of your prior creditable
service. There is no limt on the anmount of sick |eave you
may accumnul ate; however, you wll not be given a | unp-sum
paynent for your unused sick |eave if you separate from
enploynment. If you are re-enployed with Arny NAF, the
accunul ated sick | eave bal ance at the tinme of your
separation will be re-credited to your account.

Annual | eave is earned at rates based on your total
creditabl e service. The follow ng rates apply:



> Less than 3 years of service - 5% of the total hours
in a pay status up to a nmaxi mum of 40 hours per week.

» 3 or nore years and | ess than 15 years of service - 7
1/2 % of the total hours in a pay status up to a
maxi mum of 40 hours per week.

» 15 or nore years of service -10% of the total hours in
a pay status up to a maxi num of 40 hours per week.

You will receive a | unp-sum paynent for your unused annual
| eave if separated from enploynent, transferred or

reassi gned to another NAFI, or if your position is
converted froma regular appointnent to a Flexible
appointnment. If you nove from one NAFI to another, you may
request that your |eave credit be transferred instead of
receiving a | unp-sum paynent.

Use

| f you accrue annual | eave you have a right to use the
annual | eave you earn. However your supervisor nust approve
your use of |eave. Your supervisor will make sure you are
famliar with the | eave policy of your activity. You have a
responsibility to cooperate by requesting and scheduling

| eave as far ahead as possible. Renenber that your
supervi sor has the responsibility for determ ning when you
may use | eave. Planning ahead will avoid any possibility of
conflict. In energency situations, where you could not
foresee the need to schedul e | eave, you shoul d request

| eave approval from your supervisor as soon as possible.

| f you accrue sick |eave it may be used when you are unable
to work because of sickness, injury, pregnancy, or nedical
confinenent, or when your presence at work woul d jeopardi ze
ot hers because of exposure to a contagi ous di sease. Sick
Leave may be used for nedical, dental, optical exam nation
or treatnent, or in certain instances for famly

ber eavenent, and adoption. Additionally, it nmay al so be
used to care for an imedi ate fam |y nenber for the sane
reasons authorized for use by the enpl oyee. There are a few
sinple rules on the use of sick |eave:

Use sick | eave only for the reasons given above. Sick |eave
is not to be used to suppl enent annual |eave. If you are
too sick to cone to work, |et your supervisor know as soon
as possible, prior to your scheduled tinme to report for
duty. Any unused sick | eave may be added to an eligible



enpl oyee's credited service at the time of retirenent.
However, the participant nust have 5 years of service and
must have nore than 80 hours of unused sick | eave. Unused
sick leave is added to normal, early or deferred
retirement. For details regarding hours of unused sick

| eave for actual nonths of credited retirenment service, see
your servicing NAF HRO representative.

LEAVE TRANSFER PROGRAM

Each installation commander may establish a NAF voluntary

| eave transfer programfor regular enployees. This program
permts Arnmy NAF enpl oyees to donate annual |eave to other
Arny NAF enpl oyees for nedical energency situations
installation wide. A nedical enmergency neans a nedi cal
condition of an enployee, or a famly nenber (to include
any individual whose cl ose association with the enployee is
the equivalent of a famly relationship). The energency is
likely to require an enpl oyee's absence fromwork for at

| east two weeks, and will result in a loss of inconme to the
enpl oyee because of the unavailability of paid | eave. Your
servi ci ng NAF human resources representative can tell you
the installation point of contact for the program

Carrying Over Annual Leave

| f enployed in the United States and eligible for annual

| eave, the maxi mnum anmount of | eave you may save and carry
forward fromyear to year is 30-days (240 hours). If hired
in the United States for enploynent in a foreign area and
eligible for annual |eave, you are authorized a maxi mum
accurrul ati on of 45-days (360 hours). Any |eave you have to
your credit over the 30-day limt or 45-day limt at the
end of the |eave year is |liable to be forfeited. There are
some exceptions to the maxinumlimts: Administrative
error, including correction of an unwarranted or
unjustified personnel action, when the error causes the

| oss of annual |eave otherw se accruabl e; sickness,

provi ded that the period of absence occurred at such a tine
late in the year that the annual |eave could not be
reschedul ed before the end of the year; and, operation

exi genci es, providing that the | eave was approved and
schedul ed i n advance. Additional |eave, allowances, and
differentials nay be authorized for enployees hired in the
U S for enploynent in a foreign area. Check with the NAF
HRO for information.



Family and Medical Leave Act

The Fami |y and Medical Leave Act (FMLA) of 1993, Public Law
103-3, was enacted on February 5, 1993. | t is intended to
al l ow you to bal ance your work and famly life by allow ng
12 weeks of unpaid | eave during any 12 nonth period of tine
for the birth or adoption or foster care of a child, and
for the care of a child, spouse, famly nmenber or parent
who has a serious health condition. Eligible enployees may
substitute accrued or accumnul ated annual or sick |eave for
personal health reasons for any part of the 12-week FM.A
period. Sick | eave may be used in an anobunt not to exceed a
total of 104 hours for full-tinme enployees. Part-tine

enpl oyees may use the average nunber of hours in the

enpl oyee' s schedul ed tour of duty week. A serious health
condition requires an absence fromwork, school, or other
regular daily activities of nore than 3 cal endar days. In
addition, a serious health condition nust require
continuing treatnent by, or be under the supervision of a
health care provider. To be eligible for FMLA, an enpl oyee
nmust have conpl eted at |east 12-nmonths of NAF service or
civilian service wth the Federal Government, and nust

provi de sufficient medical certification. Your servicing
NAF CPU can answer any questions you may have regardi ng
your rights under the Law.

Expanded Sick Leave to Care for A Family Member with a
Serious Health Condition

An enpl oyee may use up to 12-week of sick |eave each year
to care for a famly nenber with a serious health
condition. A full tinme regular enployee who maintains a
sick | eave bal ance of 80 hours may use no nore than 480
hours of sick | eave each year to care for a famly nenber
with a serious health condition. A part tine enployee may
not use nore than an anount of |eave equal to 12 tines the
nunber of hours in his or her weekly schedul ed tour of
duty. His or her account nust maintain a bal ance of two
weeks. A nedical certificate is required to support |eave
t aken under these expanded rul es.

Other Absences

Excused Absence - You nmay be excused from work wi thout
charge to | eave for various reasons, such as, voting,
taki ng certain enpl oynent exam nations, blood donati ons,
mandat ory physi cal exam nations, enmergency conditions,



weat her, etc. Your supervisor is responsible for approving
adm ni strative | eave.

Unaut hori zed Absence - Absence fromduty that is not

aut hori zed or approved is charged on the tine and
attendance record as absent wi thout | eave (AWOL). Pay is

wi thheld for the entire period for such absence. If it is

| ater determ ned that the absence is excusable, the charge
made as AWOL may be changed to annual |eave, sick |eave, or
| eave Wi thout pay, as appropriate. AWOL may also result in
di sci plinary action.

SAFETY

Your good health and welfare are inportant to the Arny. You
are needed on the job and not at home with an injury.

Acci dent prevention is your responsibility. In order to
remain injury free, you nmust conply with all safety rules
and regul ations. Report any safety violations or hazardous
condi tions you may observe. If you are injured on the job,
you nust report your injury imrediately to your supervisor
or any ot her managenent official in absence of your
supervisor. It is your supervisor's responsibility to
ensure that you receive pronpt nedical treatnent.

WORKERS' COMPENSATION

The Nonappropriated Fund Instrunentalities Act of Novenber
18, 1958, extended the provisions of the Longshore and

Har bor Workers' Conpensation Act to NAF enpl oyees. The Law
provi des conpensation benefits for the disability or death
of an enpl oyee due to personal injury sustained in the
course of enploynent or to an enpl oynent rel ated di sease.
For this reason, it is inportant that all injuries be
reported to your supervisor inmediately. Your supervisor

wi |l conplete the necessary fornms once you have reported
your accident or illness. Of-duty mlitary personnel are
excluded fromthis coverage but are still required to nake
t he necessary accident and injury reports. If injuried on
the job enpl oyees nmake seek nedical attention from any
nmedi cal source.



GROUP INSURANCE

Only regul ar enpl oyees may participate in the group life,
heal th and dental insurance plans. The cost of this
significant part of your benefits package is shared by you
and your enploying NAFI. Participation in the plan is
optional. Of-duty mlitary personnel are not eligible to
participate. If you are eligible, and want to join, you
must enroll within 31 days of your eligibility date, or
wait until there is an "open season" enroll nent period.

| nfformation on plan options is outlined in separate Arny
NAF Enpl oyee Benefit publications, available at your
servi ci ng NAF HRO.

RETIREMENT AND 401(k) SAVINGS PLAN

Ef fective January 2001, retirenment participation for al
eligible enployees is mandatory for the first 6 nonths of
enpl oynment. At the 6-nonth anniversary of enploynent,

enpl oyees will have the choice to continue contributions
and continue participation or opt out of the retirenent
programwi th contribution reinbursenent. The 401(k) savi ngs
plan is voluntary and offered to all regular enpl oyees

i mredi atel y upon appoi ntnment or at any later tinme. The

pl ans are designed to give you inconme when you retire based
on your length of service, or if you becone disabled. The
pl an benefits, when conbined with social security, wll
provi de you or your eligible survivors with a degree of
financial security.

| nfformati on on these plan benefits, contributions and
adm nistration is outlined in the Arny NAF Enpl oyee
Benefits Retirenent and Savi ngs Pl ans avail abl e at your
servicing NAF HRO. For additional information see the
benefits web-site, http://www.nafbenefits.com/

PORTABILITY OF BENEFITS FOR NAF EMPLOYEES ACT OF 1990

In 1987, Congress directed the re-categorization of
activities tolimt the use of appropriated funds in
Moral e, Welfare and Recreation progranms. In so doing, nmany
positions changed from one enpl oynent systemto anot her
(Gvil Service to NAF or vice versa) inpacting enpl oyee
benefits and entitlenments of incunbents of the affected
positions. To prevent |oss of entitlenments, the Portability


http://www.nafbenefits.com/

of Benefits Act was enacted retroactively effective January
1, 1987. The Portability of Benefits Act provides pay,

| eave, health and |ife insurance coverage, and for eligible
enpl oyees election in retirement coverage. To be eligible
for provisions contained within the | aw, the nove between
enpl oynent systens nust have been nade w thout a break in
service of nore than 3 days. The | aw applies regardl ess of
whet her the nove is involuntary or voluntary. Provisions
are applied differently depending on how the nove is nade;
therefore, it is inportant to consult with your APF and NAF
personnel representatives when anticipating a nove between
the two systenms so that you know your entitlenents under

t he | aw

The Def ense Authorization Act for Fiscal Year 1996,

provi ded new retirenment coverage elections for certain

enpl oyees who noved within one year between the NAF and APF
systens after Decenber 31, 1965. It expanded the retirenent
el ection provisions of the Portability of Benefits Act.

EMPLOYEE GRIEVANCES

It is Departnent of the Arny policy that all enpl oyees be
treated fairly and equitably in all respects, and that

t hose who feel they have not been so treated have a right
to present their grievances to appropriate nanagenent
officials for pronpt consideration. An enpl oyee will be
free fromrestraint, coercion, discrimnation, or reprisal.
A grievance is a request by you or a group of enployees for
personal relief regarding working conditions or personnel
actions that are under the control of your enpl oying
installation. It is your obligation to seek assistance from
your supervisor in resolving such a conplaint. You will
find that a discussion between you and your supervisor can
sol ve nost concerns before they becone a problem |f at
sonme point, however, you have an issue and have tried to
resolve the matter through your supervisory chain of
command wi t hout resolution, you may use the follow ng
grievance procedures. You may al so contact your NAF HRO for
addi ti onal gui dance regarding this process.

Informal Procedures:
The informal grievance procedure is intended to resolve

gri evances at the | owest organizational |evel at which
relief can be granted, and in the shortest tinme possible.



However, when managenent officials and the enpl oyee agree
that the informal procedure would serve no useful purpose,
a formal grievance may be fil ed.

1. The enpl oyee and/or representative will, wthin 15
cal endar days of the occurrence, present the grievance
to the enployee's i nmedi ate supervisor. Gievances
over continuing conditions may be submitted at any
tine.

2. The supervisor or official to whomthe grievance is
presented will make every effort to resolve the natter
pronptly and fairly. Every effort at resolution should
be made including requesting assistance fromthe next

| evel of command. A written response will be provided
to the enployee within 7 cal endar days. The response
W Il summarize the issue, the consideration given, and

advi se the enpl oyee of the right to file a formal
grievance within 7 cal endar days if the enployee is
not satisfied.

Formal Procedures:

1. Aformal witten grievance is submtted to the
installation commander (or equivalent). At HQDA or
MACOM | evel the grievance is submitted to the next
hi gher official.

2. Upon receipt of the grievance, the deciding official
may resolve the grievance on the basis of the record,
or designate a disinterested third party to reviewthe
facts and nake a reconmendation to the deciding
of ficial.

3. The deciding official may approve and inplenent the
recommendati on or nake their determ nation.

Certain matters cannot be grieved and will not be accepted
by your servicing personnel office:

1. Grievances covered by a negotiated agreenent. Wenever
such a procedure is negotiated it applies only to the
unit and is the only procedure avail able to enpl oyees
in the unit for resolving grievances.

2. Grievances from actions taken under the security
program



10.

11.

12.

13.

14.

15.

. Separation during probation period provided al

procedural requirenents pertaining to the separation
were net.

. Separation froma flexible appoi ntnent unl ess the

separation was for business based reasons and the
enpl oyee had been on the rolls for 3 continuous years.

. Al'l egations of discrimnation because of race, age,

color, religion, sex, disability, or national origin
can be grieved. These cases should be referred to the
Equal Enpl oynment Qpportunity (EEQ Oficer.

. Personnel actions voluntarily requested by the

enpl oyee.

. Ganting or not granting a performance award, pay

adj ustnment, or any honorary or other discretionary
awar d.

. The content of published policy applicable to NAF

enpl oyees of the Departnent of Army, unless the
conpl ai nant questions the interpretation of higher
authority policy or those local requirenents are
different fromthose of higher authority policy. See
your servicing personnel representative for detail ed
instruction on this process.

. Wage or salary rates or schedul es established by

appropriate authority.
Term nation of a tenporary pronotion
Matters relating to application for appointnent.

Non-sel ection froma properly constituted referral
list of candidates.

Advance war ni ng of an unsatisfactory performance
rating.

Managenent deci sions regardi ng budget, workl oad,
organi zation, and m ssion, which result in business
based acti ons.

Al'l egations of m smanagenent when no form of personal



relief to the enpl oyee is appropriate.

16. Enpl oyee performance ratings other than
unsati sfactory.

17. Rel ease of information and records fromArny files.

18. Reassignnents, which assign an enpl oyee from one
position to another position of the sane job category
grade and pay in the sane NAFI in the sane or
di fferent geographical |ocation.

19. The content of performance standards.
20. Separation for disqualification
21. Separation for abandonnment of position.

22. Separation of off-duty mlitary enpl oyees upon
wi t hdrawal of their commanding officer's perm ssion to
wor K.

23. Letters of reprinmand.

24. Matters accepted by the Inspector General or Auditor
CGeneral for review.

SEPARATION

Fromtinme to tinme it is necessary for enployees to | eave
their jobs. This can be voluntary (for personal reasons) or
involuntary (at the request of the Arny). Exanpl es of

vol untary separation mght be that you resign because you
are leaving the area, or that you accept a non-governnent
job locally. An involuntary separation could occur if the
agency was forced, because of budget restrictions, to
reduce its nunber of enployees. Al so, an enployee coul d be
removed for unsatisfactory conduct or poor work

per f or mance.

Key Points to Remember:

» Upon separation, all governnent property, travel
vouchers, correspondence, records, etc. nust be
accounted for, and any indebtedness nust be settl ed
before final salary paynent is nade.



» The Departnment of Arny wants to retain its productive
enpl oyees, whenever possible. However, no one will be
hi ndered fromresigning or fromtransferring to
anot her j ob.

» Supervisors may neither force an enployee to resign
nor refuse to accept a resignation, whatever the
reason. |f, however, the enpl oyee resigns after having
received official notice of proposed separation for
cause, the separation action will include a statenent
to that effect.

> As your part in keeping your voluntary separation fair
and equitable, you are expected to advi se your
supervi sor at |east two weeks in advance of the date
on which you plan to |l eave. This allows a reasonable
time to find a repl acenent.

> If an enployee is participating in the Arny I ndemity
Medi cal Pl an, the enployee and eligible fam |y nenbers
may el ect extension of benefits, the same as coverage
in effect as an active enpl oyee. Coverage is avail able
up to 18 nonths for the enployee and eligible
dependents may continue this coverage for 36 nonths.
The enpl oyee nmust enroll within 30 days after
separation. For cost or application of continued
i nsurance, you may request information fromthe NAF
Enpl oyee Benefit Ofice, P.O Box 107 Arlington,
Virginia 22210-0107.

» An enpl oyee who has been participating in the 401(k)
Savings Plan nust conplete a pay -out formidentifying
the election of the distribution of funds in the plan.
This formis mailed directly to the enployee fromthe
NAF Enpl oyee Benefit O fice. There can be a
substantial tax penalty to the enployee if the
i nformation requested is not conpleted or pronptly
ret urned.

» An enpl oyee participating in the retirenment program
shoul d contact the NAF HRO for eligibility options.
Various options include: eligible for retirenent
annuity, receipt of a lunp sumrefund plus interest,
or leaving contributions on deposit for a maxi mum of
five years, or if vested, |eaving contributions on
deposit for a deferred annuity.



> Be certain to provide your forwarding address to your
NAF HRO in order that you receive inportant Federa
tax docunents on tinme and any ot her official
correspondence from Departnent of Arny.

UNEMPLOYMENT COMPENSATION

Upon separation you may be entitled to unenpl oynment
conpensation benefits. This programis the responsibility
of the state where you live. For application of

unenpl oynent conpensation, you nust provide the SF 8,
(Unenmpl oynent Conpensation for Federal Enployees form
recei ved upon separation fromthe personnel office, and
apply for unenpl oynent conpensation at the State

Unenpl oyment O fice. Wien you apply, the NAF financial
services payroll division will be asked to provide the
reason for separation. The reasons given will be considered
by the state in determning eligibility for receiving
unenpl oynment conpensati on.

BUSINESS BASED ACTIONS (BBA)

Reductions in the work force are soneti nmes necessary
because the activity lacks funds, there is reorganization,
or the work is no |onger required. BBAs are non-

di sciplinary, involuntary actions taken by managenent to
adj ust personnel resources with a mninmumdisruption to
operations. Wile some activities are not businesses, they
still nust be staffed in the nost econom cal manner
consistent with maxi mum efficiency. BBA include, but are
not limted to:

» Reduction in pay rate (NF enpl oyees only).
» Change in enploynent category.

» Furlough of a regular enployee for eight cal endar days
or nore.

> Separation
Notice Periods

An enpl oyee, who is involved in a BBA, will be given
advance notice before the action is taken.



Separation - Regul ar enployees will receive a m ni num
30-day advance witten notice. Covered flexible enpl oyees
(enpl oyees who have been on the rolls of the NAFI for

3 continuous years) receive a mninmum 7- cal endar day’s
advance witten notice.

Reduction in pay rate - This action may only be taken on
positions within the NF category and requires a mnimum 7
cal endar day advance witten notice for both regular and
fl exi bl e enpl oyees.

Reduction in pay |evel or grade - A NF enpl oyee nay be
reduced in pay level. An NA, NL, or NS enployee nmay be
reduced in grade only in consonance with a change to the
position. A mninum advance witten notice of 7 cal endar
days wll be provided to all enpl oyees.

Reduction in hours of work - Regular part-tine enpl oyees
will be given a mninmum 7-cal endar day advance noti ce.

Fl exi bl e enpl oyees will be given a m nimum 24 hours advance
noti ce.

Change in enpl oynent category - An advance mnimmwitten
notice of 30 days will be given when a regular full-tine
enpl oyee is changed to regular part-tine or flexible, or
when a regul ar enpl oyee i s changed to seasonal .

Furl ough - Furlough is a non-duty, non-pay status and is
appropriate only for regularly schedul ed enpl oyees. Duri ng
a furlough period no type of | eave may be used. Advance
witten notice will be provided that is equal to the |length
of the furlough up to a maxi mum of 30-days. For furl oughs
of 30 days or |onger, a 30-day advance notice is required.

SEVERANCE PAY

Regul ar enpl oyees who have conpleted at |east 12
consecutive nonths of regular service will receive
severance pay when as a result of a BBA

1. The enpl oyee is separated. An enpl oyee who resigns
follow ng receipt of a specific witten notice of
separation due to BBA or general witten notice that
announces all positions will be abolished is
considered to have been involuntarily separated.



2. The enpl oyee's basic pay is reduced, and the enpl oyee
resigns instead of accepting the reduction.

3. The enpl oyee's enpl oynent category is involuntarily
changed fromregular full-time to regular part-tine
and the enpl oyee resigns instead of accepting the
change.

4. The enpl oyee's enpl oynent category is involuntarily
changed fromregular to flexible.

5. The enpl oyee is furloughed for nore than 60
consecutive days and resigns instead of accepting the

furl ough.
Computation
El i gi bl e enpl oyees will receive:

1. One week of pay at the rate of basic pay for the
position held by the enployee at the tinme of
separation for each full year of creditable service
t hrough 10 years.

2. Two weeks of pay at the rate of basic pay for the
position held by the enpl oyee at the tinme of
separation for each full year of creditable service
beyond 10 years; and,

3. Twenty-five percent of the otherw se applicabl e anmount
for each full 3 nonths of creditable service beyond
the final full year.

4. The amount of severance pay will be paid in a |unp sum
paynent. In no case will severance pay exceed 52 weeks
of basic pay.

Creditable Service Used in Computing Severance Pay

1. Each year of regular service with an Arnmy NAFI, and
service in a pay status as a regul ar enpl oyee in one
or nore DoD NAFIs. Credit will not be given for
service used to determ ne previous severance pay
entitlenment.

2. Each year of service in a continuing APF position if
t he enpl oyee noved to a NAF position wi thout a break



in service of nore than three days since January 1,
1987. However, if the enployee is receiving an annuity
froma civil service retirenment plan, the period of
servi ce upon which that annuity is based will not be
credited.

Exclusions
Severance pay is not paid when the enpl oyee:

1. Has been separated because of m sconduct,
i nefficiency, or delinquency.

2. Has refused an offer of a NAF job of equal pay and
appoi ntment category in the same commuting area, or in
anot her commuting area if the PCS nove is funded.

3. Is enployed in a civil service or a regular NAF
position without a break in service of nore than 3
days.

4. |s separated froma |limted tenure appoi ntnent.

5. Is entitled to an i nmedi ate, unreduced annuity from
the NAF retirenment plan, or froma civil service
retirement plan in which the enployee elected to
remain following a nove froma civil service position
under the Portability of Benefits Act 1990, as anended
by P.L. 104-106.

6. Periods of service for which severance pay was
previously paid (fromany source).

7. I's receiving paynments from Departnent of Labor’s
O fice of Wrkers Conpensation Prograns for a job-
related injury.

SEPARATION DURING PROBATION

| f you are a new enployee with a regul ar appoi ntnent, you
must serve a one-year probationary period. An enpl oyee nay
be separated with mninmal notice anytinme during the year
for deficient performance, or unacceptabl e conduct. The
enpl oyee cannot grieve a separation during probation if al
t he procedural requirenents pertaining to the separation
were net.



SEPARATION - PERFORMANCE BASED ACTIONS

Performance eval uation is an ongoi ng process that includes
conti nui ng comuni cati ons between the enpl oyee and the
supervi sor. The supervisor imredi ately upon occurrence w |l |
i mredi atel y address performance probl ens. Counseling

enpl oyees about specific performance deficiencies when they
arise, and offering assistance can often prevent nore
serious performance problens.

Any tinme that an enployee fails to neet established | evels
of performance, the supervisor nmust notify the enployee in
witing of the specific elenents for which performance is
unsati sfactory. The enployee will also be infornmed of the

| evel of performance that nust be attained and the tine
that will be allowed to provide a reasonabl e opportunity to
achieve the required | evel of performance. An enpl oyee,
whose performance has been determ ned to be unsatisfactory
after having been afforded an opportunity to inprove, is
entitled to a 30-day advance notice of action to be taken.
The notice will also informthe enployee the right to
grieve the action after the effective date of the action to
be taken.

Per f ormance based actions include reduction in pay rate (NF
enpl oyees only), reduction in grade or pay |level, or
separation

SEPARATION FOR CAUSE

Arny policy requires that any enpl oyee be separated whose
conduct or performance is such that retention would not be
in the best interest of the Arny. Separations are taken for
reasons as wll pronote the efficiency of the Service.
Supervi sors are responsi ble for recomrendi ng separations
for cause.

The foll owi ng of fenses warrant disciplinary action to
i nclude separation. This list is not intended to be al
i ncl usive:

1. I nsubordination
2. Fighting or creating a disturbance resulting in an

adverse effect on norale, production, or proper
di sci pli ne.



10.

11.

12.

13.

14.

15.

16.

17.

. Sl eeping on duty (where safety of personnel or

property is not endangered).

Sl eepi ng on duty (where safety of personnel or
property is endangered).

. Drinking intoxicants on duty; or reporting for duty

i ntoxi cated to such a degree as to interfere with
performance, be a nenace to the safety of persons or
property; or, be prejudicial to the maintenance of
di sci pli ne.

Absent from duty, which has not been authorized, and
whi ch pay nmust be deni ed.

. Debt conpl aints (neglecting or avoidi ng paynent

W t hout sufficient excuse or reason).

. Fal se statenents, msrepresentation, or fraud in

conpl eting application for enploynent or pronotion or
in other official records subnmtted to the Depart nent
of Arny. Apparent oversights and errors, where
satisfactorily explai ned, may be excused where not

ot herwi se di squal i fyi ng.

. Loafing

Thef t
Ganbl i ng on duty
Not ori ous m sconduct off duty

Failure to observe any witten regul ation or order
prescri bed by appropriate authority.

| mmoral or indecent conduct

Transferring, selling, or introducing intoxicants on
gover nnent property.

O f-duty m sconduct to such a degree that the
enpl oyee cannot fulfill job responsibilities.

Know ngly meking false or malicious statenents
agai nst ot her enpl oyees, supervisors, or officials
with intent to harmor destroy the reputation,



authority, or official standing of those concerned.

18. Unaut horized use of an official nmotor vehicle.
19. Threatening or inflicting bodily harm or physical
resi stance to conpetent authority.

WELCOME TO ARMY NAF

We hope that the information contained within this enpl oyee
bookl et is helpful to you as you begin your career with
Arnmy NAF. If you have questions or concerns about your

enpl oynent with Arny, your NAF HROis there for you and
will be glad to assist and answer your questions as they
may arise. Once again, welcone to the Arny teant
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