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WELCOME STATEMENT

WELCOME TO THE FEDERAL GOVERNMENT! We are excited that you have chosen the
Army family as acivilian federa employee. Many people believe that the Federal workplaceis
one that isfilled with acronyms, codes and mystery when it comes to understanding your job
status and benefits. We want to get you started on the right foot by providing you afoundation
from the very beginning. This pamphlet is not intended to provide all the circumstances for al
situations. We would like to think of it as the ground floor that you can build on. Please take
time to read this entire pamphlet. 1t contains information of great importance to you such as your
benefits and entitlements as afederal employee. To start you off, the below will introduce you to
the Civilian Personnel Advisory Center where you in-processed. Once again, welcome aboard!!!!

THE CIVILIAN PERSONNEL ADVISORY CENTER

The Civilian Personnel Advisory Center (CPAC), is organized asfollows:

CPAC Director - 438-2218 - Responsiblefor the over all management of the Civilian
Personnel Advisory Center.

Human Resource— 438-6771 — Responsiblefor civilian personne training and development
program administration.

Customer Service Team - 438-2278 - Provides personnel services for the following
organizations.

Headquarters, U.S Army, Pacific (USARPAC)

25th Infantry Division (Light) & U.S. Army Hawaii (USARHAW)
U.S. Army Garrison, Hawaii (USAG-HI)
U.S. Army Military Police Brigade, Hawaii (USAMPB -H)
45th Command Support Group (45th CSG)

9th Regional Support Command (9th RSC)

Tripler Army Medical Center (TAMC)

Pacific Region Dental Command (DENTAC)

Pacific Region Veterinary Command (VETCOM)

Corpsof Engineers, Pacific Ocean Divison (CEPOD)

Honolulu Engineering District (HED)

Kwajalein Resdent Office

516th Signal Brigade

30th Signal Battalion

All Supported Activities- Central Identification Laboratory, Hawaii (CILHI), Recruiting
Battalion (RB),




Criminal Investigation Command (CIC), 599" Terminal Transportation Group, 500th
Military Intelligence (M1) Brigade, Army Audit Agency (AAA), Army Material Command
(AMC), and the L ogistics Assistance Office, Pacific (LAO-PAC)

Non appropriated Fund Personnel (NAF) 438-6777 - Provides all personnel servicesfor

non appropriated fund civilians.

OFFICIAL PERSONNEL FOLDER (OPF)

All official records, reports, documents, and paper s concer ning per sonnel actionstaken
during your federal service arefiled in your OPF which ismaintained at the Civilian
Personnel Operations Center (CPOC) at Fort Richardson, Alaska. Once established, the
folder remainsin existence throughout your Federal career. If you are separated from
Federal service, your fileistransferred to the National Personnel Records Center and
becomes a part of the central file of former Federal employees. You are encouraged to
periodically review and update your records.

Although the CPOC isresponsiblefor safekeeping of the OPF, employees should keep a
copy of all official documents concer ning their employment with the federal service.

EMPLOYEE RECORD CARD

Your supervisor may choose to maintain an Employee Record Card on you. The Employee
Record Card isa convenient “mini-record” of your employment, home addressand
telephone number, emer gency address(s), position title, performancerating, and any
training cour se(s) you have taken. Should any changes occur, you should notify your
supervisor immediately.

TRADITIONS AND COURTESIES OF THE MILITARY SERVICE

Asa Department of the Army civilian employee, it isimportant for you to know therank of
Army military personnel. Sinceyou will comein contact with officersand enlisted
personné, you should recognize and know how to addressthem. On the following pagesare
military personnel insignia of rank and title.

The most frequently recognized courtesy used by military personnel as a greeting and
during military ceremoniesisthe®hand salute”. Civilian employeesare not required to
givethe hand salute to military personnel but should greet military personnel in the same
courteous manner asthey would other civilian employees. In addition to the traditional
hand salute, it iscustomary for military personnel to stand at attention during ceremonies
or when a Commanding Officer isannounced and subsequently entersaroom. Civilian
employees ar e expected to stand with their military co-wor kers on those occasions.

RESPECT TO THE FLAG
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Ceremonies are held daily on military installationsto raise and lower theflag. At 0630
(6:30 a.am.) theflagisraised to the sound of a bugle. Thisiscalled "reveille". At 1700 (5:00
p.m.) theflagislowered to the sound of a bugle. Thisiscalled "retreat”. When military
personnel are outside a building during those ceremonies, they should stand at attention
and salute. Civiliansdisplay respect to the flag by standing still with their right hand over
their hearts while facing theflag or in the direction of the sound of the bugleif theflagis
not in view. (If headgear isworn, men removetheir hatsand hold them over their hearts).
When riding in motor vehicles, except in the back of atruck or in a bus, all per sonnel
(civilian and military) stop their vehicles, get out of their carsand stand as explained above.

RECOGNIZING MILITARY RANK

Asa civilian employee of the United States Army, it isimportant that you are ableto
recognize military
rank on sight and have abasic under standing of rank progression.

Insignia of the
United States Army
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YOUR CONDUCT

An organization isjudged largely by the official and personal conduct of its employees. A
high standard of integrity is expected of Department of the Army personnel. You should
avoid conduct that might cause embarrassment to or criticism of the Department, or might
interfere with your work.

Certain rulesand regulations have been established to guide employeesin their conduct as
public servants. You are expected to become familiar with these regulations and render the
highest type of service possible.

Although the Army does not interferein your private life, it does expect you to be honest,
reliable, trustworthy, and of good character and reputation. The following explains some of
the things Army employees may not do.

You may not engagein private outside employment that would interfere with the
performance of official duties, involve conflict of interests, or bring discredit on the
Government of the Department property which include:

- Using Gover nment computer s and word processors for personal matters.
- Using Government photocopy equipment for personal matters.
- Using Gover nment-owned, leased, or rented vehicles of aircraft for non-official purposes.

Conviction for participation in ariot or civil disorder will render an employee unfit for
federal service.

Criminal, infamous, dishonest, or notorioudly disgraceful conduct during or outside of
working hourswill be considered as reflecting unfavor ably upon an individual’s suitability

asa Federal employee.

GIFTS

You are prohibited by law from soliciting or giving contributionsfor a gift for any
supervisor. Supervisor is prohibited in accepting a gift contribution from employees
receiving less salary than themselves. But, a voluntary gift of nominal value or a donation
in anominal amount for a special occasion such as marriage, illnessor retirement is
permissible.

CODE OF ETHICS

Asa Government employee, you should:

- Put loyalty to the highest moral principle and to country above loyalty to persons,
party, or Government department.



- Uphold the Congtitution, laws, and regulations of the United States and of all
governmentstherein and never bea party to their evason.

- Giveafull day'slabor for afull day’spay: giving earnest effort and best thought to
the performance of duties.

- Seek to find and employ mor e efficient and economical ways of getting tasks
accomplished.

- Never discriminate unfairly by the dispensing of special favorsor privilegesto
anyone, whether for remuneration or not and never accept, for himsalf or herself or for
family members, favorsor benefitsunder circumstances which might be construed by
reasonable per sons as influencing the perfor mance of gover nmental duties.

- Makeno private promises of any kind binding upon the duties of office, sncea
Government employee has no private word which can be binding on public duty.

- Engage in no business with the Government, either directly or indirectly, which is
inconsistent with the conscientious performance of Government duties.

- Never use any information gained confidentially in the performance of
gover nmental duties as a means of making private profit.

- Expose corruption wherever discovered.

- Uphold these principles, ever consciousthat public officeisa public trust.



CUSTOMER SATISFACTION
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I'n the performance of your job, you will comeinto daily contact with soldiers, civilian
employees, and members of the general public. Each of these people are our customers. To
ensure maximum customer satisfaction, we must provide the best possible service.

Convey sincerity and make every effort to help to create impressionsthat enhance our
relationswith the people we serve. An employee who demonstrates a bureaucratic“ don’t
bother me” attitude can seriously damage our reputation. Remember, you represent the
Department of the Army. Beresponsiveto the needs of our customers.

POLITICAL ACTIVITY (THE HATCH ACT)

Under the 1939 Hatch Act, federal employees, employees of the District of Columbia (D.C.)
gover nment, and certain state and local gover nment employees faced significant restrictions
on their ability to participate in political activities. Congress amended the Hatch Act in

1993 to permit more political activity by federal and D.C. government employees (These
amendments did not change the provisions applying to state and local employees).

With the 1993 amendments, many federal employees (including Army civilian employees)
are now permitted to take an active part in political management or in political campaigns.
However, certain federal agencies and categories of employees continue to be subject to
important restrictions on palitical activities (including partisan candidacy, solicitation of
contributions, and on-duty political activity). The penalties for violating the Hatch Act
restrictionsarevery severe. Most violations ar e subject to removal.

The U.S. Office of the Special Counsel (OSC) isresponsible for enforcing the Hatch Act.
TheWeb sitehasa great deal of information on restrictions and on permissible activities.
By law, therestrictions noted in the second paragraph above apply to classes of employees
including career Senior Executive Service (SES) members, administrative law judges,
members of board of contract appeals, and the employees of the National Security Agency
(NSA) and the Defense Intelligence Agency (DIA). Further, by Department of Defense
(DOD) palicy, Presidential appointees confirmed by the Senate and non-career SES
members may not engagein actionsthat could be inter preted as associating the DOD with
any partisan political cause or issue. If you have questions concer ning the appropriatness of
certain activities you may contact the OSC directly. You may call the OSC at 1-800-85-
HATCH. For information about DOD restrictions on activity that could be interpreted as
associating the DOD with partisan political causes, you may contact the Civilian Personnel
Advisory Center or your local legal office.

For alisting of thePoalitical Do’'s and Don’ts, go to http://www.cpol.ar my.mil on the Inter net
(check with your administrative officeif Internet is not available to you at your desk). Click
on REFERENCE, then click on PERMISS, then Master Index of PERM | SS articles, then




“H” in the alphabet, then Hatch Act — Political Activity, then The U.S. Office of Special
Counsd, then Palitical Activity (Hatch Act), then Federal Hatch Act.

NOTE: An dection ispartisan if any candidate for an elected public officeisrunning asa
representative of a political party whose presidential candidate received electoral votesin
thelast presidential election.

SECURITY

You may not use, for furthering a private interest, infor mation obtained through your
Government job that has not been made available to the general public. For example, you
would not be freeto useinformation that has not been dispersed by the agency or is
available to amember of the public only by special request. Official recordsand business
should not be discussed with anyone except those people who must know becauseit is part
of their job.

i

SECURITY INSPECTION OF VEHICLES

Asper title 18, any vehicle entering or exiting a Federal Reservation is subject to search.
I nspection ranges from verifying current driverslicense to sear ching for contraband.

SAFETY

Your safety isamajor concern to your supervisor and the Department of the Army. The
basic objective is to prevent accidents which cause needless suffering and waste. Y our
supervisor will instruct you in proper safety measur es to assur e safe wor king conditions on
your job. Your full cooperation isnecessary. You are urged to report any unsafe condition
or practiceto your supervisor for correctiveaction. At the sametime, you are expected to
follow safety instructions and use every precaution to avoid accidents or injuries.

INJURY COMPENSATION
D
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If you areinjured on the job, you may receive certain medical care without cost to you and
additional benefitsif theinjury resultsin loss of pay. Be sureto notify your supervisor
immediately no matter how dight the injury may appear. Your supervisor will seeto it that
you arefurnished the proper forms. All benefits are dependent upon prompt completion of
the appropriate forms. Fill them out promptly and completely. The Federal Employee's
Compensation Act provides compensation, medical care, and other benefitsfor injury,
occupational diseases, or death sustained in line of duty by employees. However, you
cannot receive both compensation and sick leave for the same period. For additional

infor mation contact your supervisor or your administrative office.



TELECOMMUNICATION DEVICES FOR THE DEAF (TDD)

TDD permits peoplewith hearing or speech impairmentsto communicate over a standard
telephone, without an interpreter. Thismay be used to telephone messages, such as not
being ableto cometowork or any other emergencies. Telephone numbersfollow:

L ocation Telephone

Equal Employment Opportunity Office 438-1132

Civilian Personnel Advisory Center 438-2218

Tripler Army Medical Center, Information Desk 433-6661

Emergency Room 433-9403

U.S. Army Military Police Brigade 438-7114/9395/7116/0911/1567

EMPLOY EE ASSISTANCE PROGRAM (EAP)

All you can loseisyour problem.

Anybody can have problems. Health, family, or finances can sometimes go dightly awry
despite our own best efforts. Occasionally, problems can persist and grow to the point
where they begin to affect our work and our dealingswith otherson thejob. Often they can
betreated if they areidentified in itsearly stages and referred to theright source. This
applieswhether the problem is one of mental or emotional illness, finances, marital or
family distress, alcoholism, drug abuse, or other concerns.

The Employee Assistance Program (EAP) (655-9113) can provide the first step toward
getting the right kind of help. The counsdlor in the EAP provides friendly, constructive,
confidential counseling and referral services at no cost to the employees. The program is
strictly voluntary and all participants receive the highest degree of confidentiality. Neither
job security nor chancesfor promotion are jeopardized by participating.

If you fed you may need some help in dealing with a problem, see your supervisor for
permission to take time off to see an EAP counselor. Your first visit on duty hourswill not
be charged to leave. After your first visit you may be charged sick or annual leave as
appropriate.

The EAP program isavailable at no cost. It may help you to keep your job, especially if
your problems have been affecting your work. And, after all, the only thing you have to
loseisyour problem.



BLOOD DONATION

Employees are encouraged to serve as blood donors. You may donate blood at the Tripler
Army Medical Center (TAMC) Blood Bank or may elect to be part of the community
network of organized group giving known as* Friendsfor Life” sponsored by the Blood
Bank of Hawaii.

The minimum qualifications for donating blood are:

- bein good health;
- weigh at least 110 pounds; and
- beat least 17 yearsold.

The Blood Bank of Hawaii islocated on Dillingham Boulevard, isopen Monday 9a.m.to5
p.m., Tuesday, Wednesday and Friday 6:30 am. to 5 p.m., Thursday 6:30 am. to 7 p.m. and
Saturday 6:30 am. to 2 p.m. It isrecommended that you call for an appointment. In
addition, mobiles ar e scheduled thr oughout the state. For moreinformation call Blood
Bank of Hawaii at 845-9966 or TAMC at 433-6195.

You will be excused from work without chargeto leave for the time necessary to donate the
blood, for recuperation following blood donation, and travel time. Up to 4 hour s excused
absence isauthorized. For moreinformation call 438-2278 or 438-9678.

JOB DESCRIPTION

Your job description isawritten record of the major duties, responsibilities, knowledge,
skillsand abilities required of your position. Major duties, normally, occupy at least 25%
of your time or require special qualificationsor skills. Your position was classified by
comparing your job dutiesand responsibilities with classification standar ds developed by
the Office of Personnel Management (OPM). These standards are available for your
review.



All job descriptions have a sentence, following major dutieswhich states, “ Performs other
dutiesasassigned.” This provides management the flexibility to assign tasks not shown as
major duties which are performed only on an infrequent, incidental basis. During times of
emergency or unplanned peak workload, assignment of such tasks may be necessary.

Upon receipt of your job description, your supervisor should review your job description
with you. If there are any inaccuracies, your supervisor needsto inform the CPAC for
corrective action. You should periodically review your job description with your
supervisor. If you have any questions about the accuracy, completeness, or classification of
your job description, discuss them with your supevisor.

PERFORMANCE STANDARDS AND APPRAISAL

At least once a year, you will receive a performance evaluation that evaluates your work.
Your supervisor makes this evaluation by comparing your performance with the
performance obj ectives established for your job. Performance objectives serve as
measuring tools to be used in documenting your achievements.

Perfor mance obj ectives define what level of job performanceis expected of you during your
rating period. You should receive performance objectives when starting in a new position,
at the beginning of a rating period, and whenever the performance objectives are updated.

Your supervisor will discussyour performance evaluation with you. If you exceed your
performance objectives, your supervisor may officially recognize you with a performance
award. If you do not meet the written objectives, your supervisor must take some form of
corrective action.

If you are entering the federal gover nment for the first time you will berequired to servea
probationary or trial period of oneyear. Thisgivesyou an opportunity to demonstrate
your ability to perform thework. Your supervisor will evaluate you on performance,
conduct, and general character traits before making a recommendation as to whether you
should remain in the Federal Service or be separ ated.

Your demonstrated performance will be considered for within grade pay increases,
training, promotion, retention (if there are personnd cutbacks), and successful completion
of your probationary period. You will be given a copy of each written annual evaluation for
your own records and a copy will befiled with your Official Personnel Folder (OPF).

INCENTIVE AWARDS

I ncentive awar ds ar e given in accor dance with Army Regulation 672-20 and are based on
exceptional performance or by some other special serviceor act that you accomplish. If you
do an outstanding job, your supervisor may elect to reward you by nominating you for one
of several possible awards. The most common forms of recognition are:

Quality Step Increase (QSl). An additional within grade pay increase given to General
Schedule (GS) employees. General Schedule employeeswith exceptional ratings of record
for thecurrent rating period areeligibletoreceivea QSI. An employee may not receive
mor e than one QSl in any 52-week period.




Performance Award (PA). A monetary award given in recognition of high-level
performancefor a specific period of time. Employeeswith Level 1 or Leve 2 ratings of
record for their current rating period may receive thisaward. You can also receive a PA
for aLevel 3rating provided that you exceed at least one critical element.

Special Act or Service Award (SA). A cash award given to recognize a meritorious per sonal
effort, act, service, scientific or other achievement accomplished within or outside assigned
job responsibilities.

On-the-Spot-(OTS) Cash Award. A cash award ranging from $25 to $250 for a significant
wor k accomplishment.

Honorary Awards (HA). Non-monetary awards given for a specific achievement or
recognition of service. Some of these awards consist of a certificate such asthe Certificate
of Achievement. Other honorary awards come with a certificate and a medal such asthe
Achievement Medal for Civilian Service.

Time Off Award (TOA). Employees may be granted up to 80 hours of time off from work
during a leave year without chargeto leave or loss of pay asan award for achievements or
performancethat contributed to the Army mission.

LENGTH OF SERVICE RECOGNITION

Emblems and certificates are presented to the civilian employeesin recognition of long and
faithful service with the Department of the Army. Thisrecognition is given for the
completion of 10, 15, 20, 25, 30, 35, 40, 45, and 50 year s of satisfactory service.

ARMY IDEAS FOR EXCELLENCE PROGRAM (AIEP)

You may earn extra money through the Army ldeasfor Excellence Program. The

gover nment is constantly looking for new ideas to cut operating costs, make better use of
resour ces, save materialsand labor, improve quality and services, and increase
productivity. Civilian employees and active duty military personnel are encouraged to
submit ideas that will improve operationsin the work place. The government will pay up to
$25,000 for good ideas. Simply keep a sharp eye on what’sgoing on around you, and come
up with a constructive idea for improvement (i.e., design a technical device which will save
time, effort, or money; propose an idea that would increase productivity, improve safety, or
conser ve ener gy--even change policy). Ideas should be submitted on DA Form 1045 (Army
Ideasfor Excellence Program (AIEP) Proposal) to the AIEP Coordinator, Director ate of
Resour ce Management, USAG-HI .

YOUR APPOINTMENT

Asyou embark on a career with the Department of the Army, the type of appointment
determinesyour permanency and entitlements. Y ou were selected on the basis of your
competitive qualifications, without regard to age, race, religion, color, lawful political or
other affiliations, martial status, sex or national origin, or physical/mental handicap which
does not interfere with accomplishment of your job. Two basic determinantsto your type
of appointment were: (1) the duration of the position to be filled, whether it isatemporary
or continuing position; and/or (2) your status- whether you were a former Gover nment



employee, an dligible selected from an Office of Personnel M anagement (OPM) register, or
under the provisions of a special employment program.

TYPES OF APPOINTMENT

Temporary Appointment. Asan employee given atemporary appointment, you wer e hired
from either an OPM register or under direct hire authority exercised by Federal agencies.
The length of your appointment may be up to one year, and may be extended in increments
of oneyear up to atotal of twoyears. Your appointment does not provide any assurance of
conver sion to permanent employment (car eer-conditional).

Asan employee on Temporary Appointment with a full-timeor part-timework schedule,
you:

- will accrue sick leave;
- will accrue annual leave if your appointment isfor more than 90 days,
- arenot digiblefor health (eligible after 1 year of service) and lifeinsurance; and

- arenot eigibleto apply under Merit Promotion Announcementsfor per manent
positions by virtue of your temporary appointment status.

Term Appointment. Thisappointment is made for more than one year but not more than
four yearsto positions where the need for an employee’ s serviceis not permanent. The
circumstances under which these nonper manent appointments are appropriate include (but
are not limited to) project work, extraordinary workload, uncertainty of future funding,
scheduling contracting out or abolishment of a function, or the need to maintain per manent
positionsfor placement of potential surplus employees.

Term appointments may be made in any increments as long as the appointment isfor more
than one year and no morethan four years. You are also entitled to health and life
insurance benefits.

Career-Conditional. Thisappointment isobtained through cetification from OPM
registers (through direct competition with other members of the general public seeking
similar positionsin various Government agencies). Three yearsof continuous satisfactory
civilian service convertsyou to a career appointment. Adjustmentsto the waiting period
aremade for any breaksin service or periods of non-pay time.

Thefirst year of serviceisthe probationary period where you demonstrate competence and
fitnessfor Federal employment. (If you areareinstatement, transfer, promotion or change
to lower grade employee, unless you have already completed this period previoudy, you are
still subject to completion of your probation).
As a Car eer-Conditional employee:

- You will accrue sick and annual leave;

- bedigible for health and lifeinsurance; and



- you may apply under Merit Promotion Announcementsfor other positions.

NOTE: Employeeson intermittent work schedulesareineligiblefor sick or annual leave,
and areineligible for health and life insurance.

Career Appointment. Conversion to career appointment occurs after satisfactory
completion of three yearsof continuous creditable civil service. Your benefitsarethe same
as a car eer-conditional employee.

30 Percent or More Disabled Veteran. Veteranswho have service connected disabilities of
30% or more aredligible for temporary employment and conver sion to a per manent car eer-
conditional position provided their initial temporary appointment was scheduled to last at
least 61 days. Conversion may be

to the sameor different permanent position. Conversion isbased on recommendation by
the selecting official. Individuals employed under this program must meet all qualification
requirementsfor positions above the GS-03 or WG-03 level and must servea 1 year
probationary period if converted to a career-conditional appointment.

Executive Order (EO 12721). The Executive Order governing your appointment, allows US
citizen family membersto apply for noncompetitive career conditional appointments upon
meeting the following conditions:

- Accumulated 52 weeks of creditable over seas service in an appropriated fund
position, under alocal hire appointment over seas,

- received a fully successful or better performancerating;
- beafamily member of a Federal civilian employee/uniformed service member;

- resided with their sponsor in an over seas area (Sponsor was officially assigned to
an over seas
post of duty);

- exercised his’lher digibility within 3 years (may be extended in some
circumstances) of
returning to the United States; and

- met all qualification requirementsfor the position in the United States for which
applying.

Veterans Readjustment Appointment (VRA). A VRA isa noncompetitive appointment
which leads to competitive status and car eer-conditional tenure upon satisfactory
completion of service and education or training. The VRA authority was established to
provide employment opportunitiesfor certain Vietnam-era veterans and morerecently,
post Vietham-era veterans. The VRA authority can be used to fill positions up through the
GS-11 grade level and equivalent level under other pay systems, i.e., wage grade.

Service Requirements:



You must have served on active duty for a period of morethan 180 daysall or any
part of which occurred after August 4, 1964; (February 28, 1961 for those who actually
served in Vietham) and received other than a dishonorable discharge.

Active duty isfull-time duty in the Armed For ces, other than active duty for
training.

You do not need to serve morethan 180 days of active duty if you wer e discharged
or released from active duty because of a service-connected disability.

Reserve and Guard members do not need to serve more than 180 days of active
duty if (1) they were ordered to active duty under sections 12301 (a), (d), or (g); 12302; or
12304 of Title 10, United States Code, and (2) their active duty was during a period of war
or in acampaign or expedition for which a campaign badge isauthorized. (For VRA
eigibility, theterm " period of war" includes Desert Storm/Shield, beginning August 2, 1990
and ending November 30, 1995).

Quialification Requirements:

You must meet the prescribed qualification requirementsfor the position, except
that any written test requirement may be waived.

Military serviceis considered qualifying for positions at the GS-3 and below grade
levels. Appointeesto positions above the GS-3 grade level must meet qualification
requirements, however, agencies may waive any written test requirement.

Time Limit;

By law, eligible Vietnam-era veter ans - those who served on active duty between 5
Aug 64,
(28 Feb 61, for those who actually served in Vietham) and 7 May 75 - qualify for 10 years
after their last discharge or separation from active duty.

Eligible post-Vietham-era veterans (i.e., who first began serving after 7 May 75)
qualify for 10 years after the date of their last discharge or release from active duty, or until
31 Dec 99, whichever islater.

Eligible veterans with a service connected disability of 30% or more have no time
limit.

Training Requirements:

If you are selected for a VRA and have lessthan 15 years of education, you must
agreeto participatein atraining or educational program established by the agency.

Conditions of Employment:
Theinstallation can usethe VRA to fill jobs up through GS-11 and equivalent jobs under

other pay systems. Applications under VRA are processed at the local Civilian Per sonnel
Operations Center (CPOC) for posted vacancies. When hiring under the VRA, preferential



consideration is afforded to disabled veterans and otherswith veterans preference over
those veterans and other applicants without preference.

Eligible for appointment are those who served on active duty between August 5,
1964 and May 7, 1975 and are appointed within 10 years of discharge or until
December 31, 1995, or served after May 7, 1975 and are appointed within 10 years
of discharge or until December 31, 1999. If the applicant has a service connected
disability of 30 percent or more, thereisnotime limit.

VRA appointees are hired for a two-year period in the excepted service. During the
two-year period, VRAs are eligible for noncompetitive consider ation under the
installation's Merit Promotion Program; if selected they are given another
noncompetitive VRA appointment.

The VRA employee serves atwo-year trial period where performance and conduct
are closely monitored. Upon successful completion of the two-year excepted service
period, and with the supervisor'srecommendation, the employeeis converted to the
competitive service. An additional year of serviceisthen required beforethe
employee makes career tenure.

The Veterans Employment Opportunity Act (VEOA).

On November 30, 1999, The President signed into law the Veterans Millennium
Careand Benefits Act (Public Law 106-117). Section 511 of thisnew law amendsthe
Veterans Employment Opportunities Act of 1998 (VEOA) in several important
ways. The new law makesit clear that €igible veterans who wish to take advantage
of the increased accessto jobs provided by the VEOA must compete under an
agency'sMerit Promotion procedures. Futhermore, the law providesthat a veteran
who is selected from the best qualified group will be given a career conditional
appointment in the competitive serivce.

The provisions of the new law areretroactive to the original date of enactment of
the VEOA-October 31, 1998. This meansthat schedule B appointments made
under the VEOA must be converted to career conditional or career without further
competition provided the veteran actually competed under a Merit Promotion
announcement. However, if the veteran was given a schedule B appointment
noncompetitively, he or she must still compete to obtain a competitive appointment,
asthelaw prescribes.

YOUR PAY



All initial appointments, permanent or temporary, will be made at thefirst step of the
appropriate grade, unless special salary rates have been authorized by the OPM. Your pay
is processed by the Defense Finance and Accounting Service (DFAYS). Pay periodsare
normally every two weeks or 80 hours of work or the actual hoursyou have worked. Any
hours of annual or sick leave taken will be recorded eectronically by your supervisor on a
Timeand Attendance Card that is sent to DFAS. Paychecks are electronically transferred
to your designated financial ingtitution such as banks, savings and loans or credit unions.
Any allotments of changesto your status should berecorded on the appropriate forms from
CPAC and sent to DFAS.

You will be paid for the preceding 2 week pay period. A new pay period beginson a
Sunday at 0001 hoursand ends on the second Saturday at 2400 hours. Paychecks mailed
are generally received the second Thursday following the close of a pay period. You will
receive a L eave and Earnings Statement showing your gross and net pay, deductions, and
annual/sick leave balances.

PAY SYSTEMS

Therearetwo primary pay systems within the Department of the Army:

General Schedule System. General Schedule (GS) applies primarily to professional,
scientific, administrative, technical, and clerical type positions. GSrates areincreased
periodically through an Act of Congress. Asa GS employee, your pay is based on an annual
salary. To determineyour hourly rate, divide your annual salary by 2087.

Federal Wage System. The Federal Wage System (FWS) category encompasses the trades,
craftsor labor postions (Pay PlansWG, WL, WS, WD, WN). FWSratesarereviewed
annually by the Federal Wage Fixing Authority against the wagesin local private industry.
As an FWS employee, you are paid hourly. To determineyour annual salary, multiply your
hourly rate by 2087.

RETAINED PAY

If you wer e involuntarily changed to lower grade through no fault of your own, you may be
entitled to retain your current grade and pay for two years. If your existing pay after the
two years retained gradeis higher than the maximum rate of the position to which
demoted, the pay isset asfollows. your existing pay at that time or 150% of the maximum
step (rate) of the grade to which demoted, whichever isless. While on retained pay you are
entitled to 50% of any subsequent general compar ability increasein the maximum step of
the new grade.

WITHIN-GRADE INCREASES (STEP INCREASES)

GS Employees (non-temporary). Advancement in steps, provided that performanceis at
“an acceptable level of competence’, is asfollows:

To Steps Waiting Period




2,3,4 52 Calendar Weeks
56,7 104 Calendar Weeks
8,9, 10 156 Calendar Weeks

Eligibility requirementsinclude:

Permanent appointment.

Compensation on a per annum basis.

Receive arate of pay below the maximum rate of pay for the grade.

Complete the prescribed waiting period for creditable service. Receive no
equivalent increase in compensation during the waiting period.

Perform work at an acceptable level of competence.

FWS Employees. Advancement between step rates, provided their performanceis
satisfactory, is as follows:

From To

RateRate After
1 2 26 weeks
2 3 78 weeks
3 4 104 weeks
4 5 104 weeks

For GS and FW S employees, your supervisor determinesyour “acceptable level of
competence’ for the granting a WIGI based on your performance. The WIGI will not be
granted without this acceptable level of competence. |f your supervisor determines your
level of work is unacceptable, you will be advised of the reasons, and given the opportunity
and assistanceto improve. If after 60 days, the determination is again unfavor able, you
may request in writing that the decison bereconsidered. If thereconsideration supports
the denial of a WIGI, you may have theright to appeal to the Office of Personnel

M anagement.

COST OF LIVING ALLOWANCE (COLA)

GSemployeesin Hawaii receive an additional amount over and abovether basic salary
known as COLA. Theseratesare subject to upward or downward changes, depending on
the annual cost of living increasesin Hawaii compared to Washington, D.C. Current
COLA is25% for Oahu, 16.5% for idand of Hawaii, 23.75% for island of Maui, and
23.25% for idand of Kauai.

PAYROLL DEDUCTIONS

FEDERAL & STATE TAXES

Under the present incometax laws, a portion of your salary iswithheld each pay period as
current payment of Federal and State incometaxes. The amount withheld depends upon
your gross ear nings and the number of exemptionsyou claim on Form W-4 and Form HW-
4 (Employee' s Withholding Exemption Certificate). I1n the event of any changein your



marital statusor increase or decreasein exemptions, a revised W-4 and HW-4 should be
submitted to your supervisor for forwarding to the Civilian Pay Section. Sometime after
thefirst of the year, you will receive a statement of the money paid to you during the
calendar year and the amount of taxes withheld to assist you in preparing your yearly tax

returns.

RETIREMENT & SOCIAL SECURITY

Deductionswill be made from your pay for either the Civil Service Retirement System
(CSRYS), Federal Employees Retirement System (FERS), and/or Social Security (FICA),
depending on your retirement cover age and type of appointment.

LIFE INSURANCE

If you did not waive Federal Employees Group Life Insurance (FEGL1) coverage, two-
thirds of the cost of the basic insurance will be deducted from your pay. In addition, if you
selected one or more of the options, the full cost of these additional premiumswill also be

deducted.
HEALTH INSURANCE

If you elected to be covered by one of the health insurance plans approved by the Office of
Personnel Management, your portion of the cost will be deducted from your salary.

THRIFT SAVINGS PLAN

Thisisyour retirement fund. You should strongly consider making additional
contributions when you are dligible. Your agency automatically contributes 1% to your
TSP account, whether or not you contribute your own money. New FERS employees must
wait a specified period of time before they can participatein the TSP. Moniesare
automatically withdrawn from your paycheck. Depending on when you were hired asa
FERS employee, your TSP dligibility beginsasfollows:

If you were hired:

You can sign up to
contribute:

Y our agency automatic 1%
contribution will begin:

January 1—-June 30

July 1- December 31

In the next November 15-
January 31 Open Season

In the next May 15-July 31
Open Season

First full pay period in
January of that Open Season

First full pay period in July
of that Open Season

NOTE: You can get detailed information on the TSP by going to http://www.tsp.gov or
https:.//www.abc.army.mil on the Internet.

UNION DUES

If your position is covered by an exclusive recognition, you may elect to have your union

dueswithheld.




U.S. SAVINGS BONDS

United States Savings Bonds may be purchased through the payroll deduction plan. You
specify the amount to be deducted.

COMBINED FEDERAL CAMPAIGN

If you elect to contribute to the Combined Federal Campaign (CFC), and authorizea
biweekly payroll deduction, the amount you authorize will be automatically deducted from
your pay. Participation in the annual CFC isvoluntary.

DUAL COMPENSATION

You may not hold more than one position with the Federal Government if the total number
of hoursworked exceeds 40 hoursin any one calendar week. Under the President’s
direction and contral, the Office of Personnel M anagement may establish exceptionsto
those restrictionswhenever it isdetermined that services cannot otherwise be obtained
readily. Check with your supervisor if you are considering another Federal job or might
receive pay from morethan one Federal Agency.

HOURS OF WORK

Tour of Duty

Thenormal tour of duty for full-time employeesisfive 8-hour workdayswithin an
administrative 7-day workweek. Dueto the diversity of our mission, other tours of duty
may be established based on the requirements of the or ganization, e.g. rotating shifts,
flextime, alter native work schedules, and tourswith regularly scheduled overtime and/or
standby time. Your work hoursare established by your supervisor.

Short rest periods during the daily tour of duty are permitted when such rest periodsare
beneficial or necessary to the activity, mission requirements per mitting. Therest periods
may not exceed 15 minutes during 4 hours of continuous work, and may not be a
continuation of thelunch period or serveto shorten theworkday. Your supervisor will
advise you of therest period policy established for your position.

You areentirely free of dutiesduring your lunch period. Wherethree 8 hour shiftsarein
oper ation, however, and an overlapping of shiftsto permit time off for lunch isnot possible,
alunch period of 20 minutes or less, may be counted astime worked for which
compensation is allowed.

WORK SCHEDULE

Under the varioustypes of appointmentsthere are different work schedulesthat may apply
to you.

Full-time. A full-time employee works 40 hoursa week or 80 hoursa pay period.



Intermittent. Thiswork scheduleisnot full-time. An intermittent employee does not work
aregularly scheduled tour of duty, but workson an intermittent basis. Intermittent work is
sporadic and unpredictable, and a tour of duty cannot be regularly scheduled in advance.

Seasonal/On-Call. Seasonal work isrecurring periods of work lasting lessthan 12 months
each year characterized by seasonal fluctuations. On-call work is periods of heavy
workload. Both seasonal and on-call employees are subject to periodic layoff and recall asa
condition of employment. At thetime of appointment, all seasonal and on-call employees
must sign a seasonal or on-call agreement agreeing to theterms of their kind of
appointment.

Part-time. Part-timeisawork schedule of 16-32 hours per week that may be established
wherever employee interest and management needs are compatible. These positions can be
established at any grade and include positionsthat arejob shared.

OVERTIME

Your supervisor may direct you to work extra hoursin addition to your normal workweek.
Authorized irregular, scheduled overtimewill be utilized only when absolutely necessary
for emer genciesinvolving preservation of health, welfare, and safety of personne,
protection of property, or enfor ceable situations, such astemporary peak workload. Y our
supervisor will advise asfar in advance as possible for any work in excess of 8 hours per
day or five 8-hour workdays. In an emergency, however, you may be notified on the same
day or the day before you are needed to work overtime. Depending on your job description,
these hourswill be paid overtime or be compensatory time off. Your overtime entitlement
isdetermined by the provisions of either the Fair Labor Standards Act (FLSA) or the
Federal Pay Act, whichever providesthe greater benefit.

GSand FWS employees ar e entitled to overtime pay for work over eight hoursaday or 40
hours per week. Overtime pay isone and a half timesyour hourly rate of basic pay. If your
rate of pay exceeds GS-10, Step 1, you arelimited to one and a half timesthat rate. There
areno limitsto FWS employees. Employees will receive a minimum credit of two hours
paid overtime for work performed on a day when work was not scheduled, or for which the
employeeisrequired to return to the place of employment. Your supervisor will explain
what options ar e available to you.

COMPENSATORY TIME

Compensatory time off is equal to the overtime hoursworked and must be granted within a
reasonable period of time after the overtimework isperformed. The FWS employees may
not be granted compensatory time off for overtime hoursworked, and must be paid for
overtime hoursworked unless the FWS employee requests compensatory timein lieu of
overtime. A GS employee may request, and the organization may grant, compensatory time
off (hour for hour) instead of payment for irregular or occasional overtimework. Your
supervisor will explain what options are available to you.

YOUR TIME OFF

PAID HOLIDAYS

Thefollowing days will be observed as paid legal holidays:



1St dAY OF JANUBIY .....eveieeiiiiiee ettt et e e st e e e s nsb e e e e e annbeeeesanseeeeeans New Year’sDay

3rd Monday Of JANUAIY .......ccveeeeiiiiiiee e Dr. Martin Luther King'sBirthday
3rd Monday Of FEDIUAIY ......cooueiiiiieiieeeee e Washington’sBirthday
Last MONAAY OF IMAY.......ueieiiiieiiie ettt ne e Memorial Day
AEN OF JUIY ..ot I ndependence Day
1St MONday Of SEPTEMDEN .......eiiiiie e Labor Day
2nd Monday Of OCLODEN ..o e Columbus Day
11th Of NOVEMDE ... ..o e e e e e e e e enees VeteransDay
Ath Thursday of NOVEMDEY ..........oooiiii e Thanksgiving Day
25EN OF DECEMDEN ... et enra e e s nnneeeas ChristmasDay

In addition, other days may be designated as holidays by Federal Statute or Executive
Order of the President. When these are proclaimed, specific notice will be given. If you are
required to work on a designated holiday, you will receive holiday pay in lieu of a day off.

Employees may not be excused without chargeto leave or loss of pay because of the
occurrence of a State or local holiday.

ANNUAL LEAVE

Annual leave (paid vacation time) isused primarily for vacations and necessary personal or
emergency purposes. Asa Federal employee, you earn annual leave hoursfor each pay
period you work. Theamount of annual leave earned for each pay period isbased on how
long you have worked for the government. Leave accrual increaseson your third and
fifteenth anniver saries of employment. Part-time employees earn annual leave based on the
number of hoursthey work. Full-time permanent employees and full-timetemporary
employees who ar e appointed to positions for morethan 90 days ear n annual leave as shown
in the following table:

Leave Hours M aximum
Y ears of Earned Per Annual
Employment Pay Period Allowance
Lessthan 3 4 13 days
3to15 6 20 days
15 or over 8 26 days

Although the earning of leaveisaright, the use of annual leaveisa privilege. Employees,
except in case of emergency, arerequired to ask their supervisor for annual leavein
ADVANCE. Thisallowsthe supervisor to effectively plan the workload. If you can be
spared from your duties, your supervisor will normally grant your request.

In most cases, employees may only carry over 240 hours (30 wor kdays) from one leave year
tothenext. Toavoid forfeiture at the end of theleave year you should schedule your
vacation time early so your supervisor can plan and consider your leave request. Forfeited
annual leave may berestored only under very specific circumstances.



You may request an “advance’ on your annual leave by making that request to your
supervisor in writing and giving your reasons. The amount of annual leave advanced is
limited to the amount of leave you will earn in theremainder of the leave year or, in
temporary appointments, the amount you will accumulate during the time of your
appointment.

Employees do not accrue leave in pay periods where leave without pay or absence without
leave reaches 80 hours. Intermittent employeesdo not earn leave.

SICK LEAVE

3
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Full-time employees accrue 4 hour s of sick leave each pay period, part-time employees
accrue 1 hour of sick leavefor every 20 hoursin a pay status. Thereisno limit on the
amount of sick leave you may accumulate. It isto your advantage to use sick leave only
when necessary, and accrue as much as possible to protect your pay in case of lengthy
illnessor injury. Sick leave should be requested by you, not afriend or relative. Sick leave
for routine medical or dental treatment should be scheduled in advance, not immediately
before the appointment. Sick leave should berequested from your supervisor asearly as
possible but in no case later than 2 hours after the beginning of the workday. Failureto
give proper notice may result in a charge of AWOL (absence without leave).

Sick leave can be used in any of the following circumstances:

When it is established that you cannot perform required duties because you are physically
incapacitated duetoillness, injury, or pregnancy.

For visitsto your doctor, dentist, or optometrist for examination of treatment.

When a member of your immediate family has a contagious disease requiring your care
and
the State Department of Health hasimposed a quar antine.

Absencein excess of 3 working days must be supported by a medical certificate. In
instances wher e leave abuse is suspected, employees will be advised in advancethat a
medical certificate will berequired to support any future grant of sick leave, regardless of
duration. For a medical certificate to be acceptable, it must:

- Statethat theillness was such that it prevented you from working;



- statethat date(s) you were unable to work because of theillness;
- besigned and dated by the attending physician or practitioner; and

- bewritten or typed on the attending physician’s or practitioner’s official
stationery,
or an application for leave form (SF-71).

A maximum of 30 days of sick leave may be advanced if you are serioudy injured or ill and
if your current accumulation of sick leave has been exhausted. If you are holding alimited
(temporary) appointment, you may be advanced sick leave only in the amount which will be
earned during theremaining period of employment. Request for advanced sick leave must
be supported by a medical certificate and there should be reasonable assurance that you

will return to duty and earn the sick leave advanced to you.

Family Related Leave and Absence

NOTE: The Family Friendly Leave Act (Public L aw 103-388) expands the availability of
sick leavefor full time employeesup to 104 hours each leave year (provided employees
maintains a balance of 80 hours of sick leave) to (1) provide care of a family member asa
result of physical or mental illnesses, injury, pregnancy, childbirth, or medical, dental or
optical examination or treatment; or, (2) make arrangements necessitated by the death of a
family member or attend thefuneral of afamily member. There are several instances

when an employee can take leave or schedule an absence based upon family related
matters. They include:

Absence for childbirth or infant care
Absence for adoption or foster care
Absence due to serious health condition
Maternity leave

Sick Leave

The Family Medical Leave Act (FMLA) provides eligible employees a total of 12
administrative wor kweeks of unpaid leave during any 12-month period for: (a)
birth of a son or daughter and care of a newborn; (b) placement of a child with the
employeefor adoption or foster care (c) the care of the employee’ s spouse, son or
daughter, or parent with a serious health condition or (d) a serious health condition
of the employee that makes the employee unable to perform the essential functions
of hisor her position. (You may substitute paid leave as appropriate for leave
without pay.)

Also, the Office of Personnel Management (OPM) clarified some confusing sections
under the Family and Medical Leave Act (FMLA). Theseclarificationsare:

a. You must invoke your entitlement to family and medical leave and may
not retroactively invoke the entitlement.

b. 5 CFR 630.1206 (a), (c), and (d) make clear that “days’ means calendar
days.



¢. 5CFR 630.1207(g) has been revised to require you to provide medical
certification of a serious health condition no later than 15 calendar days
after the date requested.

d. 5 CFR 630.1208(b) has been revised to state that if you do not comply
with therequirements of 5 CFR 630.1206 and/or 5 CFR 630.1207, you are
not entitled to FMLA leave.

e. Holidays that occur during the period in which you are on family and
medical leave may not be counted toward the 12-week entitlement. (5 CFR
630.1203(e))

f. An agency may not put you on family and medical leave and may not
subtract leave from your family and medical leave entitlement unlessthe
agency has obtained confirmation from theyou that it isyour intent to
invoke entitlement to leave. (5 CFR 630.1203(h))

0. At itsown expense, an agency may require subsequent medical
recertification on a periodic basis, but no morethan once every 30 calendar
days, for leave taken for purposesreating to pregnancy, chronic conditions,
or long-term conditions. (5 CFR 630.1207(J))

Please note, the 12 wor kweeks of unpaid leave under the FMLA arein
addition to any annual leave, sick leave, or other paid leave or compensatory
time off available to you. Generally, a supervisor cannot deny sick leaveif a
medical certificateis provided, but he/she can deny annual leave or leave
without pay if thereisa need for the employee to be at work.

ABSENCE FOR ADOPTION OR FOSTER CARE

The Family and Medical Leave Act of 1993 made available to Federal
employees an entitlement to a total of 12 weeks of unpaid leave for the
placement of a child through adoption or foster care. In these instances, the
employee's entitlement to leave under the act expires 12 months from the
date of the adoption or placement. Upon returning from leave, an employee
isentitled to berestored to the same or an equivalent position he or she held
when the leave began.

Under the Family Friendly Leave Act (FFLA) of 1994, an employee can use
sick leave for purposesrelating

to the adoption of a child. This provision does not list all of the
circumstancesin which use of sick leave would be appropriate because
adoption procedures and requirements differ among jurisdictions and
adoption agencies.

ABSENCE FOR MATERNITY REASONS




The basisfor use of sick leave for mater nity reasonsisthe same asfor any other situation
involving sick leave; namely, incapacitation for duty or obtaining medical treatment or
examination.

A mother may desire aperiod of adjustment or need timeto make arrangement for the care
of the child after delivery and recuperation. Moretime can be granted through the use of
annual leave or leave without pay.

A father may request annual leave or leave without pay for the purpose of assisting or
caring for hisminor children or the mother of his newborn while sheisincapacitated.
Supervisorswill consider each leaverequest on its own merits.

MILITARY LEAVE

If you area member of the National Guard or Armed For ces Ready Reserve and are called
for short-term annual training, you will be granted military leave if you are aregular, full-
time civilian employee. You are entitled to 15 calendar day per fiscal year of paid military
leave. Employees who have temporary, intermittent, part-time, or when-actually-employed
appointments are not authorized military leave. To use military leave, you should advise
your supervisor asfar in advance as possible, and provide a copy of your military ordersto
support theauthorization of military leave. Upon your return to duty, you will be required
to furnish official evidence of performance of the military duties.

JURY DUTY AND WITNESS SERVICE

If you are called upon to perform jury duty or appear in a non official capacity as a witness
in ajudicial proceeding involving a state or local gover nment, your pay will continue and
your absence will be charged to court leave.

If you are called to court asawitnessin your official capacity, or in a non official capacity
as a witness involving the Federal Government or the District of Columbia, the time would
be considered duty time. For both duty time and court leave, jury or witness fees must be
turned over to your payroll office.

If you are called upon to serve asawitness on behalf of a private party, you must arrange
for annual leave or leave-without-pay. In thisinstance, you may keep any witness fees you
receive.

Y ou should check with the CPAC to be sure of your pay and leave status prior to requesting
court leave or serving on jury duty.

LEAVE WITHOUT PAY (LWOP)

L eave without pay isatemporary absence from duty in a non pay status granted by your
supervisor for emergency purposes. Thisisnormally given for an employee who does not
have sufficient leave to cover an absence from duty. LWOP must be approved by your
supervisor prior to your period of absence. Normally, LWOP may not be granted when an
employee has annual leave to hisher credit.

ABSENCE WITHOUT LEAVE (AWOL)




Absence without leave is an absence from duty that isnot authorized or approved by your
supervisor. You should immediately contact your supervisor should you be absent from
duty. AWOL resultsin loss of pay for the entire absence. Your supervisor has authority to
charge an unauthorized absence as AWOL, and to initiate disciplinary action. AWOL and
tardiness arethe major causes of disciplinary actions such as reprimands, suspensions
without pay, and removal.

EQUAL EMPLOYMENT OPPORTUNITY (EEO)

In compliance with the Federal Laws, Executive Order, and Department of Defense palicy,
the EEO Program was established and isadministered by the EEO Officer. Thisprogram
guar antees employees equal employment opportunity without regard to race, color,
religion, sex, age, national origin, physical or mental handicap, or any other factors
unrelated to their performance or job requirements. All individuals will receive full
consideration for initial employment, possess equal standing and security as Army
employees, and enjoy equal opportunity for training, recognition, promotion, and retention.

The Army’s policy isto increase the number of women and minoritiesin the grade levels
and occupationsin which they are underrepresented and to provide employment
opportunitiesfor the handicapped. The Army fully adheresto and actively supportsthe
EEO Program in all its aspects.

The Equal Employment Opportunity Commission (EEOC) has established proceduresfor
processing complaints of discrimination. All Federal employees and applicantsfor
employment have access to the complaint system. If you believe you have been
discriminated against you may discuss the matter with

your supervisor, or you may start the EEO complaint process by contacting your EEO
Office aslisted below.

U.S. Army Corpsof Engineers,
Pacific Ocean Division - 438-2797

All Other Army Activities
in Hawaii - 438-1132

GRIEVANCESAND APPEALS

The Department of the Army’spolicy isto treat all employeesfairly in all aspects of their
job, work conditions, and work relationships. Those who feel they have not been so treated
have theright to present their complaints through the grievance process and receive
prompt and equitable consideration. If you have any dissatisfaction, you should always fir st
discussit with your supervisor in an attempt to resolve the problem in an informal manner.

When a grievance arises from a specific incident, you must present the grievance within a
specific timelimit. When a grievance arises from continuing conditions, thereis no time
limit for submitting a grievance. Complete detailsregarding grievance proceduresare
available from your supervisor.

LABOR-MANAGEMENT RELATIONS




Asa civilian employee, you have theright to form, join and assist any labor organization, or
to refrain from such activity and to exercise theserights freely and without fear of penalty
or reprisal. Theserightsareguaranteed under Federal law. Your supervisor will inform
you of the union that representsthe activity’s employees, if applicable. Even though a
union may represent you and your fellow employees, you are not required to join the union
unlessyou desireto do so. Supervisorsand managers may join alabor organization;
however, they may not be represented by, nor participatein the internal management of a
union which represent their employees. Supervisors and manager s must maintain absolute
neutrality regarding another employee’ s choiceto support or not to support any union.
Individuals who have questions regarding their right tojoin alabor organization are
encour aged to discuss the matter with the Labor Advisor, CPAC, or with a union official of
their choice.

INSPECTOR GENERAL (IG)

The |G conductsinspections, investigations, and inquiriesin order to report the state of
readiness, economy, discipline, morale, and esprit de corps of thecommand. ThelG
formulates and disseminates policies concer ning Inspector General activities and has
technical oversight for USARPAC, subordinate units, and installations | G offices. For
additional information call 438-1692, 438-2796, or CODE-A-PHONE 438-1820.

FRAUD, WASTE, AND ABUSE

Toreport suspected or actual incidents of waste, fraud, or abuse of government property,
money, and etc., please call one of the following hot lines: 655-2382; (800) 424-9098; or
DSN, 223-5080. (Please note that you do not have to provide your name.)

FEDERAL EMPLOYEES HEALTH BENEFITS (FEHB) PROGRAM

WHAT THE PROGRAM OFFERS YOU

The Federal Employees Health Benefits Program offersyou a practical way to help meet
the costsof health care. The program isvoluntary, and all employees (unless excluded by
law or regulation) are eligible. The program provides:

- Choice of plansand options;

- a Government contribution toward the costs of your premium;

- immediate cover age from the date of enrollment without a medical examination or
restrictions
because of your age or physical condition;

- conversion opportunitiesif your enrollmentsendsfor any reason except voluntary
cancellation; and,



- if certain conditions are met, continued protection for you and digible family
member s after
your retirement and for eligible family members after your death.

TYPESOF PLANSAVAILABLE

Two basic types of health benefits plans are available to you under the FEHB Program:

Fee-for-Service Plans. These plansreimburseyou or the health care provider for covered
services. If you enrall in one of these plans, you may choose your own physician, hospital,
and other health care providers.

Prepaid plans. These are comprehensive medical plansthat operate through a group of
affiliated doctor s and hospitals. I1n these plans, most of your covered services are prepaid
by your premium and are available only from the affiliated providers.

ABOUT OPEN SEASON

Each year the Office of Per sonnel M anagement reviews the benefits and premiums of the
plansin the FEHB program and negotiates adjustmentsin benefits and premiumsto be
effective the following January.

Open Season, which is normally November/December of each year, isyour annual
opportunity tojoin the FEHB Program if you are not already enrolled. If you are enrolled,
it isyour opportunity to change your health plan coverage to become effective the following
January. Changes made at other times during the year will be effective from the first day of
thefirst pay period after such changes are made.

FEDERAL EMPLOYEES GROUP LIFE INSURANCE (FEGLI) PROGRAM

This program offers several options of lifeinsurance at low rateswith the convenience of
payment through payroll deductions. In addition, the Government pays one-third of the
cost of your basic lifeinsurance. Participation isentirely voluntary. However, if you are
eligible, you are automatically covered for basic life insurance unless you waive this
coverage. If you elect FEGLI coverage, you may cancel at any time.

Theamount of coverage for the basic life insuranceis equal to your actual rate of annual
basic pay (rounded to the next $1,000) plus $2,000 or $10,000 whichever isgreater. If you
enroll for basic insurance, you may then elect any one or a combination of three options
which givesfurther protection. These options, described below, vary in cost according to
your age.

Option A--Standard. Givesyou an extra $10,000 of life insurance plus an additional
$10,000
accidental death and dismember ment coverage.

Option B--Additional. Providescoveragein an amount equal to 1, 2, 3, 4, or 5times

our actual rate of annual basic pay (after basic pay isrounded to the next $1,000). The
number of multiplesyou elect will deter mine the amount of withholding.




Option C--Family. May €elect either 1, 2, 3, 4 or 5 multiples of coverage. Each
multipleisequal to $5,000 for spouse and $2,500 for each eligible dependent child.

If you waive or decline basic lifeinsurance coverage and later change your mind, you must
meet all of the following three conditionsto cancel the waiver:

You must furnish satisfactory evidence of the ability to beinsured.

Oneyear must have elapsed between effective date of the waiver or declination and
the date of the request for insurance.

All FEGLI isterm insurance, and as such does not carry any cash surrender or loan
privileges.

NOTE: You can get detailed information on FEGLI by going to
http://mmww.opm.gov/insur e/life on the
Internet.

TRAINING AND DEVELOPMENT

The Department of the Army considerstraining of its employeesa vital factor in successful
accomplishment of its mission. Increasing the capabilities and perfor mance levels of
employeesincrease Army effectiveness. Training isaway of developing production
capability, not areward for performance or loyalty. Your supervisor determinesyour
training needsin the performance of your duties, and approves your training requests.

Performance benefits derived from training include increased efficiency, higher rate of
productivity, lower error rate, lesswaste, improved morale, and better serviceto customers.
Training also assistsin introducing you to new work methods and procedures, new tasks, a
new work setting, serve asarefresher, and assist in your career progresson.

After you and your supervisor have determined your training needsfor the upcoming
rating period, these are annotated either on your Individual Development Plan (IDP), or
drafted under separate cover. Your IDPisaroad map directing you toward your goals,
and assisting in increasing your skills, knowledge, and productivity. Once established, your
I DP becomes a sour ce document for your activity’straining plan. Your supervisor should
notify you of any changesto your IDP.

During the annual training needs survey conducted by the Civilian Personnel Operations
Center (CPOC) and the Civilian Personnel Advisory Center (CPAC), the organizations
report training requirementsfor the next fiscal year. The CPAC, in conjunction with
CPOC, developsatraining program/schedule to meet the common training needs of
serviced activitiesfor economy and efficiency.



Training Coordinator s disseminate and/or distribute training requests and information,
and serve as point of contact for your organization with CPAC. Your supervisor should
inform you of the assigned Training Coordinator in your activity.

DD Form 1556 (Request, Authorization, Agreement, Certification of Training and
Reimbur sement) isused to request training. Thisisyour “purchaseorder” to secure a seat
inatraining course. All requestsfor training must be properly approved by your
supervisor and authority official prior to the start of training.

Mogt of your training, however, will be given as on-the-job training by your supervisor.
There arevarious job-related off-the-job training opportunities available through
institutions, such asthe Army Service Schools, local colleges and univer sities, private
contractors, and other government agencies, including state and local agencies. If you area
supervisor, formal in-house supervisory development training and on-the-job training in
supervisory responsibilities and techniques are available to aid you in training your
employees; in supervising new employees, and in developing an efficient work group.

Evidence of self-development isalso an indicator of your initiative, ability to learn, and
desiretoimprove. Local colleges and universities have a variety of cour sesyou may enroll
in. Tuition assistance may be available for mission related coursesthrough local colleges
and universities.

For more information on the training program for US Army Activities, Hawaii, go to
https.//cpac.usar pac.ar my.mil, and click on “ Training.”

MERIT PROMOTION PROGRAM

Department of the Army policies and procedur es concerning Merit Promotion Program
(MPP) areavailable for your review at the CPAC. The MPP incorporateslaw and guidance
set forth by the Office of Personnel Management. The policy on filling positions on the
basis of merit from among the best qualified candidates, and the opportunities available to
employees are addressed in this plan.

Qualified employees are encouraged to apply for position vacancies advertised by Job
Opportunity Announcements. Thelevel of your knowledge, skills, and abilitiesisa primary
factor in determining how well you will compete with other qualified candidates.

Permanent vacancies within our work force may be filled through the merit system under
Army Career Program proceduresor through the Pacific Region Merit Promation Plan
(http://www.cpol.army.mil).

M ost vacancies, except those subject to command or Army-widereferralsin career
programs, are advertised in your organization. Seeyour supervisor asto how you can
obtain vacancy announcements.

UPWARD MOBILITY PROGRAM

Upward mobility program (UMP) isdesigned to provide opportunitiesfor lower graded
employees (GS-8 and below or Wage Grade equivalents) to qualify for advancement in their
employment situations, consistent with mission requir ements, without regard to non-merit
factors such asrace, color, religion, sex, national origin, age, partisan political activities,



marital status, or physical/mental handicap which does not interfere with accomplishment
of thejob. Entry into this program isthrough lateral assignment, promotion, or changeto
lower grade using merit promotion procedures. Opportunitiesfor UMP positionsare
advertised through published announcements.

CAREER PROGRAMS

Career programs are those under which professional, technical and administrative positions
aremanaged. They providefor the continuing intake, appraisal, training, development and
career assignment of employeesin established career program fields. Career type positions
usually requireformal education or years of specific or specialized experience. Examples
are: scientists, engineers, budget analyst, and personnel administrators.

Career program objectives areto attain the highest quality in staffing positions, and
provide career opportunitiesfor Department of the Army employees.

Certain positionsin a variety of occupational fields are covered by Career Programs. Each
Career Program hasaregulation describing training, career development patterns, and
opportunities. Registration into a Career Program isaccomplished, generally, at the time of
entry into the GS-9 and above grade levels.

If your feel that your experience and training qualifiesyou to register in a Career Program,
you may contact your Career Program Manager. You can obtain additional information on
the career program by going to http://www.cpol.army.mil on the Internet. Thefollowingis
alist of Army Career Programs:

Ammunition M anagement

Civilian Inteligence

Civilian Personnel Administration
Comptroller

Contracting and Acquisition

Education Services

Engineersand Scientist (Non-Construction)
Engineer and Scientist (Resources& Construction)
Equal Employment Oppor tunity

Housing Management

Information Management

Librarian

Manpower and Force M anagement
Material M aintenance M anagement
Military Personnel Management

Physical Security & Law Enforcement
Public Affairsand CommunicationsMedia
Publishing

Quality and Reliability Assurance

Quality Assurance Specialist (Ammunition Surveillance)
Real Estate

Records M anagement

Safety Management & Occupational Health
Supply M anagement



Technical Publishing
Telecommunications
Training

Transportation M anagement
Visual Information

YOUR RETIREMENT SYSTEM

Therearetwo retirement systemsthat are applicable to civilian employees. They arethe
Civil Service Retirement System (CSRS) and the Federal Employees Retirement System
(FERS). All career or career-conditional employees are covered by one of these retirement
systems and participation is mandatory, with both the employee and the gover nment
making contributions.

CIVIL SERVICE RETIREMENT SYSTEM (CSRYS)

CSRS has always been a single benefit retirement plan. Employees have had one payroll
deduction for the plan and, after retirement, have received one check from CSRS (their
annuity) each month for therest of ther lives.

Effective 1 April 1987, CSRSincluded a new Thrift Savings Plan option so employeescan
save extra money (usually up to 5%) for retirement.

With CSRSyou can retirewith full benefits as soon as you reach age 55 and have 30 years
of service. Or, you can retire when your age and years of Federal service match one of the
other retirement combinations shown below:

- At least age 55 with 30 years of service or more.

- At least age 60 with 20 years of serviceor more.

- At least age 62 with 5 yearsof service or more.

FEDERAL EMPLOYEES RETIREMENT SYSTEM (FERS)

FERSisthe new Federal retirement system and became effective on 1 January 1984. All
new employees hired after 31 December 1983 are automatically covered by FERS.

FERSisathree-tiered retirement plan. Thethree componentsare:

- Social Security Berefits.

- Basic Benefit Plan.

- Thrift Savings Plan.
You pay full Social Security taxes and a small contribution to the Basic Benefit Plan. In
addition, you are able to make tax -deferred contributionsto a savings plan and a portion

will be matched by the government. The three components of FERS work together to give
you a strong financial foundation for your retirement years.



With FERS, you can retire with a Basic Benefit as soon as you reach the minimum
retirement age (MRA) and have just 10 yearsof service. The MRA under FERS isthefirst
year in which you can receive benefits and varies accor ding to the year in which you were
born. For anyone born before 1948, the MRA isage55. It increases gradually to age 56 for
those born before 1965 and goes up to 57 for those born in 1970 and after.

Or, you can retire when your age and years of Federal service match one of the other
retirement combinations shown below:

If you leave with You get Basic Benefits
this much service at thisage
at least 5years 62 years
at least 10 years your MRA (optional, with
reduced benefits)
at least 20 years 60 years*
at least 30 years your MRA*

*With these combinations, your Basic Benefit includes the Special Retirement Supple ment.
It ispaid until Social Security Benefits become available at age 62.

FERS disability benefits can help you replace part of your income, whether you are
disabled for a short time or unableto work for a prolonged period. You aredisabled under
FERSIf you are unableto perform useful and efficient servicein your position because of
disease or injury. You may also qualify for Social Security disability benefitsif you are
unableto work in any substantially gainful activity.

For assistance on retirement, please call the Army Benefits Center-Civilian at 1-877-276-
9287 or go totheworld wide web at https.//www.abc.army.mil

LEAVING YOUR JOB

REDUCTION IN FORCE

Because of changesin program, lack of funds, reorganization, decrease in work, or the
necessity to place a returning employee with re-employment rights, it may become
necessary to release, reassign, or demote employees by reduction-in-force (RIF). Where
possible, every preliminary effort is made to accomplish thereduction by reassgnment of
employeesto other positions of the same grade. When aRIF isrequired, employeesare
placed in other continuing positions based on their veterans preference, career tenure, years
of service, performance appraisals, and qualifications. In RIF, employees may be offered a
position at alower grade. In most cases, however, the employees offered a lower grade will
have grade and pay retention benefits. If the reductions cannot be accomplished through
these measuresin the time allowed, it then becomes necessary to make involuntary
separations. Before an employeeis separated, and even after separation, he/she has special
consideration for priority placement in Hawaii and the mainland through the Department
of Defense (DOD) Priority Placement Program (PPP). If separation becomes necessary and
the employee does not have enough years of Civil Servicefor retirement, severance pay is
allowed if he/she hasat least 1 year of continuous service under an appointment without
time limitation.



RESIGNATION

Thisisavoluntary action taken by the employee. If you desire to leave Gover nment
service, you should notify your supervisor asfar in advance as possible, and in any event,
not later than 2 weeks before you intend to leave.

When an employee leaves Gover nment employment, all Gover nment property and
credentials associated with employment in the employee' s per sonal possession must be
surrendered, and any indebtedness to the Government liquidated before final salary
payment may be made.

Your supervisor will initiate the resignation papers. You must give the reason for
resignation, your last working day, and where your final pay should be sent.

PERMANENT DEPARTURE FROM THE INSTALLATION

If you permanently depart the instalation through resignation, retirement, transfer, etc.,
you arerequired to clear post on your last day of duty. Thisisnecessary to document that
property, accountability for classified documents, identification cards, civilian automobile
bumper decals, and other Gover nment property have been returned to the Army in Hawaii
prior to your separation or departure. Your supervisor will provide clearance formsand
explain the procedures you will be required to follow when clearing post.

UNEMPLOYMENT COMPENSATION

In the event your employment isterminated for any reason, other than voluntary
resignation without good cause or discharge for misconduct, you may be eligible for
unemployment compensation through the State Unemployment Insurance Office. The
amount of your weekly benefits and the period for which benefits will be paid will generally
be determined by the law of the State in which you wer e last employed in Federal Service.
To qualify for unemployment compensation, all State laws require that:

- you must be unemployed (or be employed lessthan full-time and earn lessthan a
specific amount), be able to work, and available for any suitable work;

- you must filea claim and register for work at alocal public employment office, and
you must continueto report to that office asdirected; and

- you must have had a specific amount of employment or earned a specified amount of
wages, or both, within a certain period (usually a 1-year period) as specified in the State

e
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FACILITIES, SERVICESAND RECREATION




Civilian employees ar e those occupying positions paid by appropriated (e.g., GS, WG, etc.)
or non-appropriated funds (NAF).

Accessto most facilities is based on the employee’ s possession and display of a current
Department of theArmy civilian identification card. Except where noted, civilians are not
authorized to bring guests.

Although most facilities are available on a “first come - first served” basis, some may
require advance scheduling due to limited space and/or equipment, etc. In these cases,
active military personnel often have priority over civilian employees, so civilian accessison
a“gpace available’” basis. Of course, civilian employeeswho are also retired military
personnel or member s of the reserve for ces would also be entitled to access based on that
status, which may allow a higher priority.

L ocation abbreviations. Aliamanu Military Reservation (AMR), Ft Shafter (FS), Schofield
Barracks (SB), Tripler Army Medical Center (TAMC).

FACILITIES AND SERVICES

Most serviceslisted are available at several locations. Consult local directoriesfor
additional information.

Arts and Crafts Centers (FS/SB). These centers have tools and equipment for several
activities, including woodcr afts, ceramics, photogr aphy, stained glass, and others. Classes
are offered for many of these activities. Feesare charged for suppliesand some services,
plusclasses.

Auto Craft Centers (FS/SB). These facilitiesinclude work stalls, lift bays, shedsfor painting
vehiclesand baysfor body work. A single fee normally entitlesthe user to a specific work
area and use of tools. Instructors are availableto give guidance, but will not assist in the
work being performed. Vehicle must beregistered in user’s name and must have post
decal. Thesefacilitiesare very popular: access may belimited due to demand.

Auto Salvage Yards (FS/SB). Junked vehiclesare available for partsat these facilities.
Reference manuals ar e available to help locate appropriate partsto fit your vehicle.
Charges are made only for the part(s) you wish to purchase. All labor is performed by the
purchaser.

Bowling Lanes (FS/SB/ITAMC). Open bowling and league play isavailable. Pricesvary.
Usersmay rent shoes. Lockersareavailablefor monthly rental. Shoes, bowling balls, etc.,
may be purchasein the pro shops.

Chapels (AMR/FS/ISB/ITAMC). Religious servicesand education activities, such as Catholic
and Protestant Wor ship service, Sunday school, and CCD, are available. Family Life
Center (FLC) activities, such as parenting classes, Step Family classes, Women Support
Group, and Teen Discovery, are frequently scheduled and invite participants. Call 839-
4319 for additional information.

Child Care (AMR/ES/SB). Civilian employees are authorized to use the Child Development
Centers. But dueto alarge demand and the low priority of civilian employees, the




opportunity to be authorized a space, especially during peak times, is extremely dim.
Another alternativeisthe Family Child Care.

This consist of people who have attended training and are certified to provide child carein
their homes, monitored by the Child Development Centers.

Clubs (FS/SB/ITAM C/Ft Ruger/Waianae). Civilian employees are allowed to usethe army
clubsin the same manner asthe military. You may be required to show your civilian
identification card (1D Card).

Community Theaters (FS). Civilian employees ar e encouraged to participate as actors,
directors, sound/light technicians, etc. Four major shows are produced each year.
Audience admission fees are charged.

Counsdling (Personal & Family). Personal counseling and referrals are available to
employees through the Employee Assistance Program (EAP) program, at 655-9113/6046 or
through Chaplain Services at 655-4765.

Credit Unions/Banking Facilities. Financial serviceinstitutions are available on most
ingtallations. Seelocal directory.

Education Center (FS/'SB/ITAMC). A variety of colleges offer courses, primarily evening
cour ses, at the education centers. Also, a computer lab isavailable for use. Everythingis
on a space available basis. Specific information can be obtained at the Education Center in
your area.

Equipment Rental Center (SB). A variety of outdoor equipment isavailablefor rental.
Items normally available include snorkeling equipment, scuba gear, surf and boogie boar ds,
fishing gear, tents, camping stoves, and lanterns. SB, also has fresh water boatsto include
electric motorsand batteries, Boston Whalers (Coast Guard Certificate required), and a
zodiac.

Golf Course (FSSB and L eilehua, near Wheeler AAF). Although civilian employeesare
eligible for association member ship, thereis normally a long waiting list of applicants. Non-
members may play (daily green fees), but membersreceive priority for teetimes.
Equipment may berented, and lessons are available (fees). Showers, towelsand lockersare
available. For further information, call 655-4093.

Housing Referral. TheHousing Division, DPW providesinformation and/or listings of
available off-post housing in various communities. Mapsare also available. Call 474-2353
for off-post housing information.

Information, Tour and Travel (ITT) Offices (FS/SB). Information may be obtained at the
ITT officesfor avariety of entertainment activitiesand local attractions. Brochuresfor
park, museums, resort areas, local and off-island tours, etc., arereadily available.
Reservations may be made for many activities such as sporting events (limited to Pro Bowl,
Hula Bowl, and Aloha Bowl), dinner cruises, tours, etc. No feesfor these services. Many
event tickets may be purchased through the ITT, someat a discount. Call 438-1985 (FS) or
655-8521 (SB). Commercial travel arrangements (airlinetickets, hotel reservations, car
rental) may be made through the Carlson Wagonlit at 847-2624.

Libraries (AMR/FESISB/ITAMC). Books, periodicals, records, tapes, videos, and €tc., are
availablefor loan. Videolibrariesincludethe”PCS’ seriesthat are useful to employees




and families preparing for transfersto new duty stations. Story hoursfor children are
scheduled regularly.

Music Center (SB). Thisfacility offersthe free use of sound booths, but fees are charged for
the use of musical instruments. Arrangements may be made for music lessons (fees).

Physical Fitness Centers (AMR/FS/SBITAMC). Gyms, conditioning equipment rooms, free
weight rooms, saunas, tennis, aerobics, showers and towels are normally available for use
by civilian employees. Minimal feesare charged. Racquetball courts, however, are often
fully booked up, so access by civilian employees may be very limited.

Red Cross. Health and welfare inquiries and emer gency message tr affic service may be
provided to civilian employees, but no financial assstanceisauthorized. Call 734-2101,
433-2039 or after duty hourscall 449-1488. The 24 hour emergency communications
number is471-3155.

Swimming Pools (AMR/FS/SB/TAMC). Minimal feesfor using poolsor lockerson a daily
basis. Lockersareavailablefor long term rental.

Tennis Courts (FSYSB/ITAMC). Minimal feesfor use.

RECREATION AREAS

Fort DeRussy (Waikiki). The beach and picnic areas are accessible to civilian employees,
familiesand guests. Lifeguardsare on duty. Also, with a membership card from an Officer
or NCO Club, you are€dligibleto usethe Hale Koa Hotel restaurants, the Dining Room and
the Coffee Shop.

Kilauea Military Camp (Island of Hawaii, Volcanoes National Park). Cabinswith
refrigerator and TV (somekitchenettes) are available for rent by civilian employees. They
may be accompanied by family membersand guests. Activitiesinclude bustours, bicycling,
bowling, physical fitness center, volleyball, and tennis. A golf courseisadjacent. Call 438-
6707 for reservations.

Waianae Army Recreation Center (L eeward coast, Pokai Bay). Beach and picnic areasare
availablefor civilian employees, family membersand guests. Lifeguardsare on duty.
Water sports equipment isavailable for rent, and ocean fishing charter boats are available
nearby. Although civilian employeesare €ligible to rent the cabins here, it isusually very
difficult to do so because of the high demand. Call

696-4158 for reservation information.

Telephone Listing

Blood Donation

Tripler Army Medical Center (TAMOC) ..ooiiiiiiiiiiiiieiee e 433-6195

Bl00d BanK Of HBWAI .......cciuvieiieiiiieiie e 845-9966
Equal Employment Opportunity

U.S. Army Corpsof Engineers, Pacific Ocean DiViSION..........ccccevviveeeeininennn. 438-2797

All Other Army ACLIVItIES IN HAWAIT ....cceoiviiiiiiiiiee e 438-1132
Employee Assistance Program (EAP) ... 655-6046

Fraud, Waste, and Abuse Hotlines



Local NUMDEr ... 471-3323

S0 0 NN (U]l o= (00 424-9098

Defense AUTOMATION NUMDBES ...oooiiiiiieee e 223-5080
Inspector General (1G)

Local NUMBDEr ... 438-1692/2796

CODE-A-PHONE ..ottt 438-1820
= oo gl = =1 o] RSP 438-9338
Non appropriated FUNd (NAF) ....oooie e e 438-6777/2560
Telecommunication Devicesfor the Deaf (TDD)

] TP 438-1132

O = 438-2218

TAMC, Information RECEPLIONISE .....c.evvveeiiiiiie e 433-4008

TAMC, Emergency ROOM ..ottt 433-5700

Ft. Shafter, Military POlICE ........coocuiieiiiee e 438-9395/7116
Training and DeVEIOPMENT ..........ooiiiiiiiie e 438-6771

INDEX

Absencefor MaterNity REASON...........coiiiiiiiiiiiii et e e e e e e e e enneees 22
ADbSENCE Without LeAVE (AWOL) ...ttt e e 23
ANNUAI LBAVE. ....coi ittt ettt e e st e e ettt e e e s st e e e e nnbee e e e esseeeeennnaeeeas 20-21
Army Ideasfor Excellence Program (AIEP).........ooiii it 11
(2] FeTeTo [ To = 4 o o SRR 9
(0710 = g N o] oo 10111 4= o1 SRR 12
Career-CondItiONal..........cccoiiuiiie e e e e et e e e s s e e e e e e e e anae e e e e nnreean 12
Car B PrOOI@IMIS ..cciiiei ittt e ettt e e e e e e et e e e e e e e e s s bbb e e et e e e e e s s asnbrr e et e e e e e e sannnrrnneeeeas 28
Civil Service Retirement System (CSRS) ....ccoiiiiii et 29
Civilian Personneél AdViSOry CoNTES.......ooiii i e e e e s snnrrar e e e e e e e 1
(07070 [T o)l = 1 [0 SO U PO PPPPPPPOO 5
Combined Federal CampPaigi........c.ueeeeiuiiereeiiiieeessiiee e e s sieee e s st e e e s s e e e s sseeee e e sseeeeesnnneeeas 18
COMPENSAONY TIME....eiieitie ettt ettt e e e e st e e e as b e e e ase e e e ase e e enseeenreesnneeeanneeeanes 19
Cost of Living AHOWANCE (COLA) ...ttt 16
(OTUES ol g T S 1 = Toi A o o SRR OUURRSRTRRI 6
DU COMPENSALION......eiiitiieiitiie ittt ettt ettt ettt e rab e e e sbe e e s bs e e sbb e e sabeeeenbeeesnbeeesnneas 18
EMPIOYEE RECOIA CalQ......cooiiieiiiie ettt ettt e s e e st e e snnee e 2
Equal Employment Opportunity (EEQ) .........coooiiiiie et 23
Employee Assistance Program (EAP) ...ttt e e e 8
EXECUtIVE Order (EO 12721).....cccueieiiiie e ciie e eee e eee et et e st e e e e snseeennneas 13
Facilities, SErVICES & RECIEALION. ......coeeee ettt e e e aees 31-34
Federal and SLAlE TAXES.......cuieiiuiireeeiiiieeeesteeeeeeeiee e e e st e e e s saaeeeessssaeeeesnnneeeeasnseneeeanseeneeans 17
Federal Employees Group Lifelnsurance (FEGLI) Program..........cccevceeiiieeinneennnen. 25-26
Federal Employees Health Benefits (FEHB) Program ...........cccoceeiiiieiiiie e, 24-25
Federal Employees Retirement System (FERS).......c.oooiiiiiiiiiiiiiee e 29-30
Fraud, WastE, @nN0 ADUSE..........iiieeeiieeeeee ettt e e e e e ettt et s e e e e et eeees s e reeseeeessraaareeeees 24
L T PP PP TR OPRUPPPTOPPTRPOP 5
GrievanCesS and APPEAIS. ......uueii it a e e 23-24
HOUPS OF WOTK ... 18
INCENTIVE AWEI US ...ttt e st e e e et e e e et e e e enree e e e snneeeeaansaeeeeennnees 10-11
VLU YO0 1 ] o= 015 o] o IR PSR 7

INSPECLON GENEN @l (1) ittt et e e e anneas 24



Lo o] BT ox ] o) 1o 1R ET 9-10

JUry DULY @Nd WITNESS SEINVICE....cciiiiiieeiiiiie ettt ettt et e e s enba e e e e nnnaee s 22-23
Labor-Management REELIONS ..........occuiiiiiiiiiie et e snaee e e s snneeeeeans 24
Leave Without Pay (LWOP).........ei ittt 23
Length of Service RECOGNITION.........couiiiiiiieiiie e 11
Lif@ INSUMAINCE. ... ettt e bt e st e e e sabe e e et e e snne e e enneas 17
Merit Promotion PrOgram .......coiueie ittt e e b e e eesneeas 27
IMITITAIY LBAVE ...ttt ettt b e bt e et e e enbe e e et e e snbeeenneeas 22
Official Personnel FOIAer (OPF) .......oo oottt e e e e enree e 2
OV TIMIE. ..ttt e s e e b e e e bt e s bt e e b e e e e e 19
PaId HOIOAYS. ..ottt sttt s e b e e sae e et 19-20
= LTSV = 1 o PR 15
PaYT Oll DEAUCKIONS. .....eeeiiiiiiiee ettt e e s e e e st e e e s ssaa e e e e e snbeeeeeasseeeeeannaeeeeeansneeeeans 17
Performance Standards and APPraiSal.........ccoooieieiiiieiiie e 10
Permanent Departure from INStallation............ooeioiiiiiii e 31
Political Activity (The HatCh ACE) ........ooiiiieie e 6-7
RecognizZing Military RANK .........c.eviiiiieiiiee e 3-4
RECIEALION ATEBS ...ttt ettt s b e s bt e b e e e sne e s neenneens 34
REAUCEION 1N FOIC ...t 30
=T 0| = 1o o ISR 30-31
REFPECE tOTNEFIAG ... . eeieiiiiiie e e e nees 3
RELAINE PAY......eeiiiiiiiiie ettt et e e e st e e e et e e e e e nnte e e e e anseeeeeannaeeeeeanseeeeeans 15
Retirement and SOCIal SECUTITY......coiuiiiiiiiiiiee e 17
S L1 ST OPRPO 7
S o T ] SRR 7
Security INSPection Of VENICIES ........cooiiiiiic e s 7
S T g = Y= T TP 21-22
Telecommunication Devicesfor the Deaf (TDD).....cccuveeeeiiiiiee et 8
LI K< o] a0 g TSN IR T o o ST 34
TempPOrary APPOINTMIENT.......ooiiiie ettt e et e e s e e e s sbe e e e s snbeeeeeannnneee s 11-12
TR SAVINGS PIaN ...cii e e e e et e e e s naaee e e e nees 17
TOUE OF DULY ...ttt ettt ekt e ekt e e ss e e e be e e s be e e e nbe e e snneeeanneeeas 18
Traditionsand Courtesies of the Military SErviCe.........cccoovueeiiieiiiiee e 2-3
Training and DEeVEIOPMENT ..........ooiiiiiiiiie it ens 26-27
TYPES Of APPOINTMENL......eiiiiieiiiie et rrn e bs e s ne e e sneeeens 11-14
Unemployment COMPENSALION.........ccuuiiiiiieiiieeiiieeriee e sieee st et e e sbe e e e e e snneas 31
UNION DUBS......ceeeeie ettt ettt b e st b e ss e e b e e eab e e be e anr e e nneeanneennne s 18
Upward Mobility Program ...........coeeeie oot e e aae e e e e e e e ennnnees 27
U.S. SAVINGSBONAS ....oeeiiiiiiiiie ettt et e e s s e e s e e e s nnreeeeeans 18
Veterans Readjustment Appointment (VRA).......eoi i 13
Within-Grade INCreases (SLEP INCIreASES).......ccoiueii i 16
WOIK SCNEAUIE ... enn e e nneeen 18-19
Y OUP APPOINMEMIENT. ...ttt e et e e ste e e e sbb e e e bb e e ebs e e ebeeesnbeeesaneeesnnneeas 11
Y OUP CONAUCT .....eeeiitiie ittt ettt e st e st e e e st e e e be e e ebe e e eabe e e snbe e e enbeeeanneeennes 4

30 Percent of MoreDisabled VELEIr AN .....c...eeeeeeee et 12-13



