Nonappropriated Fund

Employee
Handbook

Air Force Services Center

myFSS.us.af.mil
AFSVC/VIHR




WELCOME ...ttt sttt st sseese s nns 4

SECTION A — GENERAL INFORMATION
Types of APPOINEMENLS.......eevriiiiriiiieeiieeriee et et e e ereeesreeeeaaeeens 5
Probationary Period ...........ccocoeiiiiiiiieiiiee e 6
Hours 0f WOTK c...oo.ooiiiie e 6
ATENAANCE ..ottt e 6
Proper Mailing Address and Phone Number ............cccccceeevienienireneennen. 7
Position Guides/DeSCIIPONS. .......coueevverierierierieneenierteneeeieete s 7
Personnel Records..........oooiiiiiiiiiiiiiiiiiiiieeeeeeeeeee e 7
Off DUty MIlIary ...cc.cooueiiiniiiieiicieeieeeeneee et 7
Business Based ACHONS ........cocuerieriiiiiirierieieee e 7
Dual Appointment COMPENSAtION. .......eeverueerreriereerierrenieeieereneeneeeeenne 8
RESIZNATION ...oiiiiiiiiiiecieeeee e e 8

SECTION B — PERFORMANCE EVALUATIONS, INCENTIVE
AWARDS AND RECOGNITION
Performance Evaluation.............ccooovviiiiiiiiiiiiiiee e 8
Types OFf AWArdS ......coouiieiiiiiieiiee e 8

SECTION C — DISCIPLINARY ACTIONS
Forms of Disciplinary ACtION ........c.cccvveevieriieeiiieiieeie e 9

SECTION D — APPEALS AND GRIEVANCES
YN 0] 01521 PR 10
GIIEVANICES. oo et 11

SECTION E — EMPLOYEE CONDUCT

WOrK Performance........oooocuvvvveiiiiiiiiieeeeee ettt 12
Safety and Health...........ccoooiiiiiiiiiiieeee e 12
INAEDtEANESS....ueveeeeeieeeie e 12
Dress Standards...........cccveeeieeviieieeieieeeeeee e 13
CUSTOMIET SEIVICE ..ceiiiiiieiieieiieeeee ettt e e e eeete e e e e e e e eeaatarreeeeeeeeeanns 13

SECTION F — EMPLOYEE BENEFITS, POLICIES, AND PROGRAMS

General Leave Information...........cccoeveevieriieniienieeiiecieceeeee e 13
ANNUAL LEAVE .....eiiiiiieiieecee et e 13
SICK LEAVE...ueieiiieiieeiie ettt ettt ettt st e 13
Family Friendly Leave Act (FFLA)....ccooooiieeiiieeeeeeeee e, 13
Family and Medical Leave Act (FMLA) ......ccceeiiiiiieeiieieeeeeeee 14
Paid Parental Leave (PPL) ......cccoooiiiiiiieeieeeeceeee e 14
Leave Without Pay (LWOP) ......cooiiiiiiiiiieeeeeeeeee e 14
Other Leave Cate@Ories. ... ..ucvvuiiiriireeriieeeieeeireeerteeeneeeeaeeesreeesseeesaneas 14

Voluntary Leave Transfer Program ............ccoceveeveniiniininenenniennee, 15



Disabled VEeteran LEavVe......coouuuumneeeeeeeeeeeeeeeee et eeeeeeaa e 15

Group INSUTANCE.......eeiiiieeiiieeiie ettt ettt e saee e 15
401(k) Savings Plan ...........coccueeiiiiiiiiiiiieeee e 15
REHIEMENT....oouiiiiiiiiiiieee e 16
Unemployment Compensation............ccoeevuereererrienieneenieneenieneeneennens 16
Workers” COMPENSALION .....c..eeeeviereiieiieriieeiieriieeteesieeereeseeeereeeeeeeveenns 16
Equal Employment Opportunity ..........c..ccceeeerernienieneenieneeneneeneenens 16
Sexual Harassment POIICY.......c.cccouieiiiniieniiiiiiciiecieceece e 16
POlitical ACHIVILY ..eoeiieiiieiieciie et 17
SECTION G — PAY PLANS
Crafts and Trades (CT) [NA, NL, NS] ..cooooiieieiieeeeeee e, 18
Payband (NF) ....cc.oioiiiie e 18
Payband (CY )ittt e 18
Pay Periods. ......coiuiiiiieiieiiee e 19
OVEILIITIC ...ttt ettt et sttt e e e 19
Compensatory TIME......cocuerieririirieneeeetene ettt 19
Night DIifferentials .........ccoeeiieeiieriieiiieieeeeee e 19
Paid HOLIAAYS ...coueieiieie e 19
Sunday Premitum........c.oeceeiiieriieeiieieecie ettt 19

SECTION H — OTHER INFORMATION

Application for Another POSition.........ccceevierieniiieniiiiieieeeee 19
TTAININE . .ecitie ettt e ee et e et e e e ae e e e bt e e saseeesnseeeneeas 19
APPENDIX (Installation Specific Information)................c..oooviiiin. 20



Welcome to the
Force Support Squadrop

Welcome! You are now employed by the Department of the Air Force as a
Nonappropriated Fund (NAF) employee within the Force Support Squadron. You are considered
a federal employee for purposes of employment.

The Force Support Squadron consists of nine flights, which provide personnel
services; education; training and professional development; and a variety of morale, welfare
and recreational activities for military, civilian members, retirees, and families.

This handbook has been prepared to give you a basic knowledge of items relating to your
employment. It is not intended to be all inclusive.

The Human Resources Office is committed to providing you with excellent service as well.
If you need assistance, the staff is available to answer your employment questions. I look forward
to working with you and hope that you find your new career a rewarding experience.

If you have further questions about any aspect of your employment, you may call the

human resources office at . If you wish to visit our office during your duty
hours, you must request permission from your supervisor.

NAF Human Resources Office



SECTION A — GENERAL INFORMATION
As a NAF employee, you may be issued a civilian employee identification (ID) card.

Your ID card will entitle you to use the following base facilities:

Arts & Crafts Center Club/Community/Event Center
Auto Skills Center Equipment Rental Center
Bowling Center Outdoor Recreation/Recreation Camp
Base Exchange/Food Court Golf Course
Child Development Center Youth/Teen Center
Physical Fitness Center Library
TYPES OF APPOINTMENTS

There are two types of appointments — Regular Part-Time/Full-Time and Flexible. The
following describes the compensation and benefits for each type.

Regular Appointments — In a Regular Part-Time (RPT) appointment, you will be
guaranteed a minimum of 20 hours to a maximum of 34 hours per week. In a Regular Full-Time
(RFT) appointment, you will be guaranteed a minimum of 35 hours to a maximum of 40 hours
per week. Regular employees are eligible for the following benefits and compensation:

* Leave: annual, sick, military, administrative, parental, and court
* Retirement Plan and/or 401k

* Health and Life Insurance

* Holiday Pay

* Sunday Premium Pay

* Awards

* Overtime Pay

* Shift Differential

* Workers” Compensation

* Unemployment Compensation

Flexible Appointments — Flexible employees have work schedules that depend on the
needs of the activity. You may work a minimum of zero hours to a maximum of 40 hours per
week, but do not receive benefits. Employees appointed in Flexible positions are eligible for the
following compensation:

* Overtime Pay

* Shift Differential

* Awards

* Workers’ Compensation

* Unemployment Compensation



Probationary Periods — All Regular (RPT/RFT) appointments and change of
employment categories to RPT serve a probationary period. The probationary period tests your
ability, suitability and fitness for the job, as shown by actual job performance. During this
period, your conduct and performance are observed, and you may be separated if conditions
warrant. Separation during the probationary period is not subject to the NAFI grievance or
appeal procedures. The length of the probationary period is as follows:

* Pay Band, NF-I—NF-II employees: 6 months

* Crafts & Trades (NA & NL) employees: 6 months

* Pay Band, NF-III—NF-VI employees: 12 months

* Child Development (CY) employees: 12 months

* Supervisory employees: 12 months
HOURS of WORK

Tour of Duty — A tour of duty is a work schedule of those days of the week and hours
of the day that you are required to be on duty. The tour of duty is no less than 1 hour and no
more than 8 hours on a regular basis.

Rest Periods — Your supervisor may grant a rest period of no more than 15 minutes
during each 4 hours of continuous work if he or she believes such rest periods are necessary.

Meal Periods — Lunch periods normally are established between 30 minutes and 1 hour.

Work Schedules — Your supervisor schedules your tour of duty. Work schedules are
required to be posted. Flexible employees may be subject to “on call” work in addition to hours
posted on the work schedule.

Guaranteed Hours —Regular employees will have guaranteed hours; Flexible
employees may have guaranteed hours. You must, at a minimum, be scheduled for your
guaranteed hours.

Call-Back Duty Time — Call-back duty time is when a regularly scheduled employee is
required to work on a day when work was not scheduled, or when the employee is officially
required to return to his or her place of employment. Compensation for call-back duty is at least
2 hours (whether or not work is performed); including make-ready and clean-up time.

Call-In Duty Time — Call-in duty time is work performed by an unscheduled employee
who is officially required to report for work. Compensation for call-in duty is at least 2 hours
(whether or not work is performed); including make-ready and clean-up time.

ATTENDANCE

Attendance records are maintained and reviewed regularly due to the importance of regular
attendance. Poor attendance may result in disciplinary action and eventual removal. It is your
responsibility to notify your immediate supervisor of your tardiness or absence within 2
hours after your scheduled shift begins. Do not contact another employee to inform your
supervisor.

You have the responsibility of appearing at your workstation on time. Failure to appear or appear
on time may result in one of several actions being taken. Your supervisor will determine
whether you will or will not be excused for the period of tardiness or leave and whether the time
will be charged to annual leave, leave without pay (LWOP), or whether such tardiness/absence



will be charged to absence without leave (AWOL).
PROPER MAILING ADDRESS AND PHONE NUMBER

It is your responsibility to keep your supervisor informed of your proper mailing address and
home telephone number. You are responsible for making any changes/updates to your address
or banking information on the MyMoney website (https://nafpay.afsv.net), as this affects where
your W-2 is sent.

POSITION GUIDES/DESCRIPTIONS

You are given a position guide/description every time you go to a new position. A position
guide/description is a record of the duties to be performed in a position. It is not intended to
cover every minor duty assignment. The supervisor is responsible for determining what duties
and responsibilities will be assigned to a position. Position guides also list the qualifications,
performance standards and training requirements of the position.

PERSONNEL RECORDS

You may review your personnel records by logging into your NAF Electronic Official Personnel
File (eOPF) at https://eopf.opm.gov/usafnaf/Login.aspx. All NAF employees are given copies of
all their personnel actions (AF 2545), such as appointment, pay increases, promotion, etc. These
are very important to keep as they are a record of your NAF employment.

OFF DUTY MILITARY (ODM)

If you are presently on active duty in an enlisted status you may be hired as a NAF employee to
work during your non-duty military hours. You may not work more than 34 hours a week. As an
ODM employee you are not eligible for group health insurance or workers’ compensation. If you
are discharged from active duty or retire, you are obligated to notify the Human Resources
Office immediately so your status may be changed.

BUSINESS BASED ACTIONS

If business conditions warrant, such as lack of business, lack of funds, or the requirement for a
position no longer exists, a business based action (BBA) may be required. BBAs will not be
taken for performance or disciplinary reasons. If a BBA becomes necessary, your immediate
supervisor (with proper approval authority) may reassign, reduce your pay, change your
category, furlough or separate you.

BBAs only affect employees within a single activity. Where terminations are required all
flexible employees within the affected series and grade will be terminated prior to any
regular employees.

Regular employees receive a minimum of 7 calendar days’ notice for a nonseparation action and
30 calendar days for a separation. Flexible employees receive a minimum of 24 hours’ notice for


https://eopf.opm.gov/usafnaf/Login.aspx

a nonseparation action and 7 calendar days for a separation action.
DUAL APPOINTMENT/COMPENSATION

You may not receive pay from more than one position in the federal government for more than
40 hours per week. If you work less than 40 hours in one position, you may work in other jobs
(in other activities) as long as the total hours worked in all jobs do not exceed 40 hours per week.
Overtime is only payable for all hours worked in excess of 40 in any one position. If you work
more than 40 hours in one week (both positions combined) you will be paid only for 40 hours,
any hours exceeding 40 will be lost and not be paid. This restriction applies to all jobs within the
United States government, including appropriated fund (civil service) and Base Exchange
(AAFES) jobs. Employment with the U.S. Postal Service does not fall under these dual
compensation restrictions. A regular employee may not hold two regular positions.

RESIGNATION

If you resign you must complete an Electronic Request for Personnel Action (eRPA) and provide
the reason for your resignation in Part III. You should give your supervisor as much advance
notice as possible.

You must also out-process through the NAF Human Resources Office. If you have been issued a
civilian ID card, you must turn this card in upon separation.

SECTION B— PERFORMANCE EVALUATIONS, INCENTIVE AWARDS AND
RECOGNITION PERFORMANCE EVALUATION

PERFORMANCE EVALUATION —Expectations of you in your job performance are listed
on your position guide. The standards listed in the section “Performance Standards” will be used
to evaluate your job performance. Your supervisor will explain how the performance evaluations
are performed and what possible awards may be available for doing a superior job. At least
biannually (mid-term feedback and appraisal), you will be evaluated by your supervisor to
indicate whether or not you are meeting the performance standards established for your job. The
performance cycle is 01 October to 30 September of the following year. Mid-term feedbacks are
completed during the month of April and annual evaluations are completed during the month of
October.

AWARDS
Award Criteria. Examples of award criteria may include:

* Displaying initiative, perseverance, and dedication to duty
* Improving procedures or methods

* Eliminating or minimizing safety hazards

* Increasing productivity

* Saving time, money, and other NAF resources

* Improving customer service



* Other noteworthy contributions occurring at any time

Performance Awards — These awards are given to recognize outstanding performance
of a continuing nature. They are normally given during the annual performance evaluation cycle
of each year.

Special Act or Service Awards — This award is given for a specific event that results in
a unique contribution to the organization above and beyond the scope of assigned duties.

On-the-Spot Cash Award — An on-the-spot cash award may be given for a specific
event or situation that results in a unique contribution to the activity or organization. The
amount of the award will not exceed $250.

Service Recognition — This award reflects management’s cognizance of long and
faithful service. Recognition is given to regular employees for 10, 20, 30, 40 and 50 years’
creditable service.

Honorary Awards — NAF employees may receive honorary awards according to AFI
36-1004, Managing the Civilian Recognition Program.

Special Employee Recognition Program — Each installation is encouraged to establish
special employee recognition programs (for example, employee of the month or employee of the
year awards), if funds are available.

Letters of Commendation — These commend employees for superior work
performance, special acts, contributions, or special service, which clearly exceed that which is
normally expected, while on special assignment or during a short emergency type situation.
They may be issued and signed by any supervisor or management official.

SECTION C — DISCIPLINARY ACTIONS

Managers and supervisors set reasonable standards of conduct to maintain a constructive,
disciplined work environment in which employees recognize and carry out their responsibilities.
Disciplinary action is taken only when necessary and must be done promptly and fairly. The
purpose of disciplinary action is to correct undesirable behavior. The seriousness of the offense
determines the type of disciplinary action taken.

FORMS OF DISCIPLINARY ACTION

Oral Admonishment — An oral admonishment is a discussion between you and your
supervisor. It is the least severe disciplinary action and is used to correct misconduct or
delinquency and motivate you to improve work habits, work methods, or behavior.

Letter of Reprimand — This is a formal disciplinary letter issued by your supervisor. It
is used to correct significant misconduct, delinquency, or repeated lesser offenses, and it may be
the last step in a progression toward termination, suspension, or removal.



Termination — This action separates a Flexible employee. It is the most severe form of
disciplinary action.

Suspension — This action involuntarily places a Regular employee in a non-pay, non-
duty status. It is a significant disciplinary action that is ordinarily the final step in the
disciplinary process before removal action is taken and is accompanied by a warning that further
misconduct “could” result in removal.

Demotion — In some cases, a demotion may be used. This would be a reduction in grade
or pay band. This action is used for Regular employees only.

Removal — A removal is an involuntary separation of a Regular employee from Air
Force NAF employment. It is the most severe form of disciplinary action. Normally, removal for
misconduct is preceded by a progression of disciplinary measures unless the misconduct is so
serious or the violation of rules and regulations so flagrant that removal for a first or second
offense is warranted.

SECTION D — APPEALS AND GRIEVANCES

If for some reason you are dissatisfied with matters relating to your employment, you are
entitled to express your dissatisfaction by filing an appeal or grievance in accordance with the
procedures outlined in this section.

Filing an appeal or grievance does not reflect unfavorably on your standing in the
organization or your loyalty or value to the organization. You are free to use these procedures
without fear of penalty or reprisal.

During both these procedures you may be accompanied, represented, and advised by a
representative of your choice. Your representative must be designated in writing.

You are entitled to a reasonable amount of official time, if you so request, to prepare and
present an appeal or grievance. What is “reasonable” depends on the facts and circumstances of
each case. Likewise, your representative is entitled, upon request, to a “reasonable” amount of
official time to assist or act for you. You must make arrangements with your supervisor for the
use of official time.

APPEALS

An appeal is a written request to contest a removal for cause, demotion for cause, business based
action (BBA), or a demotion based on position classification. A Step 1 appeal is reviewed by the
Commander/Director of the Force Support Squadron. The Step 2 appeal is reviewed by the
Installation Commander. Finally, the Step 3 appeal is reviewed by the AFSVC Director,
Installation Support. Flexible employee’s appeal process stops at Step 2.

Time Limit. A Step 1 appeal must be delivered or mailed to the HRO no later than 7
days after the effective date of the action giving rise to the appeal. If the appeal is mailed, it must
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be postmarked no later than 7 days after the effective date of the action.

Content of Step 1 Appeal The appeal must be in writing, signed, dated and include the
following:

* Your name, grade, organization, duty phone, home address, and home phone.

* A clear indication that the letter is a Step 1 appeal.

* A statement of the specific action giving rise to the appeal, including the date on which
the action was effective.

* A statement of your reasons for believing the action was improper. If action giving rise
to the appeal is a BBA or demotion based on position classification, this statement must
specifically state the manner in which the action violated regulations or procedures
governing the action.

* A statement describing the specific personal relief sought, (i.e., what do you want
management to do?).

If you are not satisfied with the Step 1 decision, you may request to have the matter further
reviewed. The individual decision letters will contain information for filing at the next appeal
level.

GRIEVANCES

A grievance is a request by an employee, or a group of employees acting collectively, for
personal relief in a matter of concern or dissatisfaction relating to the employment of the
employee(s) which is subject to the control of Air Force Management.

There are three review levels for grievances. The Step 1 grievance is reviewed by the
immediate supervisor. The Step 2 grievance is reviewed by the Commander/Director of the
Force Support Squadron. Finally, the Step 3 grievance is reviewed by the Installation
Commander.

Time Limit — You must deliver or mail the grievance to your human resources office
no later than 7 days after either (a) the date of the action or incident upon which the grievance is
based or (b) the date you knew or should have known of such action or incident, whichever is
later.

Content of Step 1 Grievance. The grievance must be in writing, signed, dated and
include the following:

* Your name, grade, organization, duty phone, home address, and phone.

* A clear indication that the letter is a Step 1 grievance.

* A statement of the specific action giving rise to the grievance, including the date on
which the action took effect or incident occurred, and the date on which you became
aware of such action or incident.

* A statement of your reasons for believing the action or incident was improper.

* A brief explanation of any attempt by you to resolve the grievance informally.

* A statement describing the specific personal relief sought, (i.e., what do you want
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management to do?).

If you are not satisfied with the Step 1 decision, you may request to have the matter further
reviewed. The individual decision letters will contain information for filing at the next grievance
level. The Step 3 decision represents the final decision with respect to an employee’s grievance.

SECTION E — EMPLOYEE CONDUCT

You are expected to display the highest standards of personal conduct and integrity. A
person is neither employed nor continued in employment who:

* Advocates the violent overthrow of the U.S. Government.

* Is a member of an organization that advocates the violent overthrow of The U.S.
Government.

* Takes part in any strike against the U.S. Government or one of its instrumentalities.

Among actions that are considered improper for a federal employee are: absence without leave,
sleeping on duty, theft, gambling on duty, drinking on duty, or reporting for duty under the
influence of intoxicants, failure to observe safety regulations, loss or damage or unauthorized use
of government property, fighting or creating a disturbance on duty, loafing on duty, and
insubordination.

WORK PERFORMANCE
An employee:

* Is obligated to discharge assigned duties conscientiously and effectively and meet
established performance requirements.

* Is obligated to follow regulations and comply in a timely manner with proper
instructions or orders given by competent authority.

* Should confer with line management (starting with the immediate supervisor) to discuss
matters, get information, or solve problems related to the job.

* May confer with members of the HRO, Military Equal Opportunity Office, etc., for
employment advice and assistance.

EMPLOYEE SAFETY AND HEALTH — You must comply with all safety and health
directives and promptly report on-the-job accidents and injuries to your supervisor.

INDEBTEDNESS
As an Air Force employee, you are expected to pay your debts and maintain a good reputation in

the community for honoring your debts. Failure to honor debts, without good reason, may be
cause for disciplinary action.
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DRESS STANDARDS

Excellent personal appearance that projects a professional image is desired. For selected
positions (i.e., custodial worker) a uniform may be issued and maintained by the activity in
which you work. Good personal hygiene will present the professional image we all need in order
to do our jobs properly.

CUSTOMER SERVICE

As an employee of a service organization, you will have constant contact with the public. We
want you to treat each customer courteously and professionally. Keep your personal life separate
from your work and do not gossip. This will ensure good relations with the public and your
fellow workers. Always give our customers the “red carpet” treatment. Without them, we would
not be needed.

SECTION F — EMPLOYEE BENEFITS, POLICIES & PROGRAMS
GENERAL LEAVE INFORMATION

Leave is an employee benefit that contributes to overall efficiency, productivity and
morale. All Regular employees accrue annual and sick leave. The first-level supervisor approves
or disapproves leave. Leave may be taken in 15-minute increments. Leave is requested by

completing an OPM 71, Request for Leave or Approved Absence.

Annual Leave — Annual leave is paid time off from work for vacation or to transact
personal business which cannot be taken care of during off-duty hours.

Annual leave is earned based on the number of hours in a pay status during the pay period and
length of service:

0 — 3 years of service 5% of hours in pay status
3 — 15 years of service 7.5% of hours in pay status
15+ years of service 10% of hours in pay status

Normally the maximum amount of accumulated annual leave that may be carried forward from
one leave year to the next is 240 hours. Employees who were directly recruited or transferred by
a NAFI from the U.S. or its territories or possessions, for employment overseas or from which
transferred and whose condition of employment provide for their return transportation to the U.S.
or its territories or possessions, may accumulate 45 days (360 hours).

Sick Leave — Sick leave is for absences due to illness, injury, examinations and
treatment by a physician, exposure to a contagious disease, or illness of a family member with a

contagious disease. There is no qualifying period for the crediting or use of sick leave.

Family Friendly Leave Act (FFLA) — This act expands the use of sick leave for
Regular employees. It entitles employees to use sick leave for family care and bereavement and
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can be used for the following two reasons:

* Family care—to give care or otherwise attend to a family member having an illness,
injury, or other condition which, if the employee had such a condition, it would justify the use of
sick leave by such an employee.

* Bereavement—for purposes relating to the death of a family member, including making
arrangements for or attending the funeral of such family member. Contact your human resources
office for additional information on this benefit position.

Family Medical Leave Act (FMLA) — The FMLA established a family and medical
leave program for Federal employees. An employee is entitled, during a 12-month period, to a
total of 12 weeks of unpaid family and medical leave, with employment and benefit protection,
for one or more of the following reasons: (a) birth of a son or daughter of the employee and the
care of such son or daughter; (b) placement of a son or daughter with the employee for adoption
or foster care; (c) care of a spouse, son, daughter, or parent of the employee if such individual
has a serious health condition; or (d) a serious health condition of the employee that makes the
employee unable to perform the essential functions of his or her position.

The FMLA applies to all NAF employees, Regular and Flexible, who are otherwise eligible
under these provisions. To be eligible to take family or medical leave, you must complete at least
12 months of service as an employee, excluding military service (other than military duty
performed while in a civilian position.) The 12 months of service does not need to be current
service nor 12 continuous months of service.

Paid Parental Leave — An employee may take up to 12 weeks of Paid Parental Leave
(PPL) in connection with the birth, adoption, or foster care placement of a child. This leave can
only be used within 12 months of the birth or placement event. Employees that utilize PPL must
sign a service contract requiring them to come back to work immediately after the completion of
the PPL. The employee will have to work a minimum of 12 weeks after the completion of PPL or
be subject to repayment of monies given for the government contributions paid by the agency on
behalf of the employee to maintain health insurance coverage during PPL.

Leave Without Pay (LWOP) — LWOP is a temporary non-pay status and an authorized
absence from duty granted upon request, or when you have insufficient annual or sick leave, or
compensatory time available to cover an approved absence. You do not have to exhaust annual
leave before requesting LWOP. A Regular employee who is a family member of a military,
federal civilian or non-federal civilian may take LWOP for up to 150 days if they must leave
their NAF position due to the spouse’s transfer of job to another location.

Absence Without Leave (AWOL) — An absence from duty which was not authorized
or for which leave has been denied. These unauthorized absences may form the basis for

disciplinary action.

Military Leave — Military leave is absence from duty in your NAF position without loss
of pay to perform military duty. To be eligible, you must meet the following criteria:
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* Be a member of a Reserve or National Guard component.

* Be a regular employee.

* Be serving in an appointment that is not limited term for 1 year
or less

Administrative Leave — Administrative leave is an absence from duty when employees
are released from duty because all or part of an activity is closed. The installation commander
may suspend some or all NAFI operations when severe weather conditions or other emergency
situations dictate such action as being in the best interest of the Air Force. Employees affected
by these actions are usually excused without loss of pay.

Court Leave — Court leave is leave of absence from duty without loss of pay or charge
to annual leave to perform jury duty in a federal, state, or municipal court or to serve in an
unofficial capacity as a witness on behalf of the U.S. Government, the District of Columbia, or
state or local government. All Regular employees are eligible for court leave.

Voluntary Leave Transfer Program — This program permits regular employees to
apply for or to donate annual leave for medical or family emergencies or other hardship
situations. A medical emergency is defined as a condition of the employee or a family member
that is likely to require the employee’s absence from duty for a prolonged period of time
(normally no less than 80 hours) and results in a substantial loss of income to the employee
because of the unavailability of annual or sick leave. Contact the HRO for application
information.

Disabled Veteran Leave — Disabled Veteran Leave is a one-time benefit that can only
be used during a continuous 12-month period beginning on an eligible employee’s first day of
employment (appointment date) and may not exceed 104 hours for a regular full-time NAF
Employee in any DoD Component. NAF employees who are employed in a part-time
employment category will be credited a proportionally equivalent amount of leave, calculated in
accordance with section 630.1305(a)-(b) of Title 5 Code of Federal Regulations (CFR). Disabled
veteran leave does not apply to NAF employees who are not in positions under which leave is
charged for periods of absence, meaning employees in flexible positions who do not accrue leave
are ineligible to participate in this leave program. The employee must be a veteran with a
qualifying service-connected disability rating of 30 percent or more, to use disabled veteran
leave.

EMPLOYEE BENEFITS

GROUP INSURANCE — Regular employees are eligible to enroll in the AFNAF Group Life
and Health Insurance Programs administered by Aetna and MetLife Insurance Company. Family
members may also be covered under the plan. Enrollment information may be obtained from
your human resources office.

401(k) SAVINGS PLAN — Section 401(k) of the Internal Revenue Code permits employers to
establish retirement savings plans for their employees, at the employee’s request. This plan
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allows Regular employees to contribute a portion of your salary ranging from 1.0% to 92% (not
to exceed an annual amount allowed by the IRS) to the plan and Air Force NAF (USAFNAF)
will contribute matching funds ranging from 1.0% to 3.0% dependent on your contribution.
Employees are eligible to enroll in the 401(k) Savings Plan, administered by Principal, 30 days
after being appointed to a Regular position.

If you do not enroll within the first 30 days or waive coverage you will be auto enrolled by
Principal. After 3 years of regular service, you become vested in the contributions made by
USAFNAF.

The Air Force Contribution schedule:

Employee Contribution Employer Match
1% 1%

2% 2%

3% 2.5%

4% 3%

RETIREMENT — You may enroll in the USAFNAF Retirement Program at the time of your
appointment to a Regular position or a change of employment category from Flexible to Regular.
Contributions of 1% of your gross earnings will start the pay period after you submit your
enrollment form. The program will pay interest on your contributions and will pay many times
the value of your contributions when you meet the eligibility requirements for retirement. You
will become fully vested after 5 years in the plan. Your contributions are refundable, with
interest, if you separate from employment. You will not be able to dis-enroll from this plan while
employed.

UNEMPLOYMENT COMPENSATION — Under authority of the Secretary of Labor, NAF
employees are covered by agreements with state employment security agencies who pay certain
compensation to federal employees. You will be provided a Standard Form 8, Notice to Federal
Employees about Unemployment Insurance, when you are separated from employment or placed
in non-pay status.

WORKERS’ COMPENSATION — NAF employees (except off-duty military personnel) are
eligible for workers’ compensation disability income and authorized medical expense benefits
according to the Longshoremen’s and Harbor Workers’ Compensation Act. If you sustain a job
related injury, report it immediately to your supervisor. Employees must report the injury to their
immediate supervisor at the time of injury or they may not be eligible for Worker’s
Compensation.

EQUAL EMPLOYMENT OPPORTUNITY (EEO)

We are dedicated to the full implementation of federal laws mandating equality of opportunity
for NAF employees. Personnel actions are based solely on the principles of merit and
qualifications. Any allegation of discrimination on the basis of race, color, religion, sex, age (40
or older), national origin, or disability are referred to the Chief EEO Counselor. Employees who
feel that there was discrimination involved in any personnel action because of these items may

16



file a complaint of discrimination without fear of reprisal. EEO posters are posted on all
employee bulletin boards.

SEXUAL HARASSMENT POLICY

Sexual harassment is a form of discrimination that involves unwelcome sexual advances, request
for sexual favors, and other verbal or physical conduct of a sexual nature when:

* Submission to or rejection of such conduct is made either explicitly or implicitly a term
or condition of a person’s job, pay, or career.

* Submission to or rejection of such conduct by a person is used as a basis for career or
employment decisions affecting that person.

* Such conduct interferes with an individual’s performance or creates an intimidating,
hostile, or offensive environment.

* Any person in a supervisory or command position uses or condones implicit or explicit
sexual behavior to control, influence or affect the career, pay, or job of a military member
or civilian employee.

* Any military member or civilian employee makes deliberate or repeated unwelcome
verbal comments, gestures, or physical contact of a sexual nature.

Take positive steps to stop sexual harassment. Promptly report acts of harassment to your
supervisor. You can also file a complaint with the Chief EEO Counselor.

POLITICAL ACTIVITY
The Federal Employees Political Activities Act of 1993 (P.L. 103-94) governs the political
activities of employees. The law generally permits employees to engage in a wide array of

political activities, however, such activity must be done on the employee’s own time and away
from the work site.

Things you can do:

M Vote as you please and exercise that right free from interference by a fellow
employee, superior officer or any other person.

Be a candidate for public office in nonpartisan elections

Assist in voter registration drives

Express opinions about candidates and issues

Contribute money to political organizations

Attend political fund-raising functions

Attend and be active at political rallies and meetings

Join and be an active member of a political party or club

Sign nominating petitions

Campaign for or against referendum questions, constitutional amendments and
municipal ordinances

Campaign for or against candidate in partisan elections

Distribute campaign literature in partisan elections

NN NRNRRNRRANEAR
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M Hold office in political clubs or parties
SECTION G — PAY

NAF employment is divided into 2 pay plans:
e Crafts and Trades
e Payband (which includes NF and CY)

CRAFTS AND TRADES (CT) — There are three pay schedules under the NAF CT pay plan
which cover non-supervisory (NA), leader (NL) and supervisory (NS) positions. The NA and NL
pay schedules consist of 15 grades with five steps in each grade. The NS pay schedule consists of
19 grades with five steps in each grade. New employees normally start at Step 1 and progress

through the five steps upon completion of specific waiting periods. These are called within-grade
increases (WGI).

Your WGI will be effective at the start of the pay period after you complete the appropriate
waiting period. You are allowed a certain amount of Leave Without Pay (LWOP) between each
step. LWOP while receiving Workers” Compensation is not included. The waiting periods for
employee WGI’s are as follows:

IREGULAR CT EMPLOYEES SERVE THE FOLLOWING WAITING PERIODS
[If calendar weeks in a nonpay
status do not exceed

then the employee advances to

after the completion of]

1 Week 2 26-Calendar Weeks
3 Weeks 3 78-Calendar Weeks
1 Weeks 4.5 104-Calendar Weeks

FLEXIBLE CT EMPLOYEES SERVE THE FOLLOWING WAITING PERIODS

If employee worked a minimum fin no less than [then the employee advances to step
fof

130-work davs 26 weeks 2
390-work days 78 weeks 3
520-work days 104 weeks 1.5

Contact your human resources office if you have questions, or if you wish to know the date your
next WGI is due, and/or the number of hours you have accumulated.

PAYBAND (NF) — The NF payband system provides for six pay bands (NF-I through NF-VI).
Each pay band has a minimum and maximum salary. You may be paid any salary within the
payband in which your position is classified. There are no within-grade step increases in this
system. Pay adjustments may be granted at any time by the supervisor.

PAYBAND (CY) — The CY pay and system, which usually applies to employees involved in
childcare, provides for two paybands. CY-01 covers Entry Level and Intermediate Level.
CY-01 is equal to the rates of pay for GS-02, step 01 through GS-03, step 10. CY-02 covers
Target Level, Leader Level and Technician Level. CY-02 is equal to the rates for GS-04, step 1
through GS-05, step 10. Each of the two bands has a minimum and maximum salary. There are
no within-grade increases. Pay adjustments may be granted at any time by the supervisor.
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PAY PERIODS — You are paid twenty-six times each year. Each payday covers a two-week
period starting on a Sunday and ending on Saturday. Your time and attendance is reported to the
payroll office at the end of each pay period. You will be paid for a pay period on the Friday
following the end of a pay period. It is mandatory to have your paycheck sent to a financial
institution via direct deposit unless you can prove extenuating circumstances resulting in your
inability to maintain an account.

OVERTIME — How a position is classified determines overtime entitlement and how overtime
is paid. Nonexempt employees are paid 1-1/2 times the basic rate of pay for overtime hours
worked when ordered, directed, required, approved, or “suffered or permitted” to work. All CT
positions are paid overtime for hours worked over 8 per day or 40 per week. Exempt and
nonexempt NF and CY positions are paid overtime for hours actually worked over 40 per week.
No employee identified as exempt white-collar employee may be paid overtime or given
compensatory time off for work unless overtime work is specifically authorized and approved in
advance.

COMPENSATORY TIME — Compensatory time off in place of overtime pay is authorized
only if the overtime work has been officially ordered or approved. All employees are eligible for
compensatory time off in place of overtime pay for religious observance. No employee may have
more than 60 hours of compensatory time saves at one time. Compensatory time must be taken
within 26 pay periods of being earned.

NIGHT DIFFERENTIALS — All employees, regardless of employment category, will receive
night differential when the work is performed as a part of a regularly established night shift.

PAID HOLIDAYS — Only Regular employees are entitled to holiday pay. The following

holidays are observed:
New Year’s Day

Martin Luther King Jr’s Birthday

Presidents’ Day
Memorial Day
Juneteenth
Independence Day
Labor Day
Columbus Day
Veterans’ Day
Thanksgiving Day
Christmas Day

1 January

3rd Monday in January
3rd Monday in February
Last Monday in May

19 June

4 July

Ist Monday in September
2nd Monday in October
11 November

4th Thursday in November
25 December

SUNDAY PREMIUM — Additional 25% of an employee’s rate of basic pay for Sunday work.

(Both Regular and Flexible eligible).

SECTION H — OTHER INFORMATION

APPLICATION FOR ANOTHER POSITION — If you wish to be considered for another
NAF position you must apply for the position on USAJobs.gov.

TRAINING — Your supervisor determines the training needs of your position. Training is
documented in your records. Off-duty training that you wish to have included may also be

entered into your records.
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APPENDIX (Installation Specific Information):
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NOTES:
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