TABLE OF CONTENTS

TITLE PAGE(S)
Welcome 1
Getting the Services You Need 2-3
Appointments 3-6
Employee Records 7
Position Descriptions 8
Training and Development 9-10
Performance Evaluations 11
Awards and Recognition 12
Hours of Work 13
Pay 14-16
Insurance 17-20
Retirement 21-22
Federal Holidays 22
Security and Law Enforcement 23-25
Code of Ethics 26
Workplace Safety and Health 27
Workers’ Compensation 27-28
Management and Labor Unions 29-30
Leave 31-37
Conduct 37
Political Activity 38
Fitness for Duty Exams 39
Drug Free Workplace 40-41
Civilian Employee Assistance Program 41
Equal Employment Opportunity 42
Grievances and Resolving Them 43-44
Military Customs 45
Recreation 46
Federal Employees Educational Assistance 46
Helpful Internet Addresses 47
Helpful Phone Numbers 48-49
Acronyms 50-59




Welcome!

- ) Welcome to your new job with the federal government. This
i specially prepared employee guide will give you a jump start in
( learning the ropes of civil service employment and the rights,

\ privileges and responsibilities that now become so much a part of

E your career. The Navy and Department of Defense (DOD) realize
the key element of success is employees like you, and that's why

—— they are committed to making sure that the personnel actions and

decisions that affect you will based on merit and equal employment
opportunity. The merit principles listed below are based on law and apply to all federal
employees. As you review this employee guide, you will see that the policies and procedures set
for employees and managers incorporate these principles. The Navy and Department of Defense
are committed to:

« Recruit qualified individuals from appropriate sources representing all segments of society;
select and advance individuals solely on the basis of relative ability, knowledge and skills,
after fair and open competition that assures equal opportunity.

. Treat all employees and applicants fairly and equitably, without regard to political
affiliation, race, color, religion, national origin, sex, sexual orientation, marital status, age or
handicapping condition.

. Provide equal pay for work of equal value, with appropriate consideration for national and
local rates; provide appropriate incentives and recognition for excellence in performance.

- Maintain high standards of integrity, conduct, and concern for the public interest.
« Use the federal work force efficiently and effectively.

« Retain employees on the basis of the adequacy of their performance; correct inadequate
performance; and separate those who cannot or will not improve their performance to meet
required standards.

. Provide effective education and training to employees when it will result in better
organizational and individual performance.

. Protect employees from arbitrary action, personal favoritism, or coercion for partisan
political purposes; and prohibit employees from using their official authority or influence for
the purpose of interfering with or affecting the result of an election or nomination for
election.

« Protect employees against reprisal for the lawful disclosure of information which the
employee believes evidences a violation of any law, rule, or regulation; mismanagement; a
gross waste of funds; an abuse of authority; or a substantial and specific danger to the public
health and safety.



Getting the Services You Need

THREE ORGANIZATIONS WORKING TOGETHER

While completing your check-in, you have probably noticed there are three
organizations that work in cooperation to provide you the full range of
human resource services.

« Your Activity

« Human Resources Service Center, Southeast (HRSC-SE)

« CNRSE Human Resources Office (CNRSE HRO)

This guide provides specific information about who to contact in various
situations, but if you have any questions, your supervisor can help you get on the right track to
getting the services you need. Most requested information can be obtained online. If requested
information cannot be located online, CNRSE HRO personnel are eager to assist.

ELECTRONIC EMPLOYEE PERSONNEL INFORMATION TOOLS

Total Workforce Management Services (TWMS)

An employee personnel information tool, Total Workforce Management Services (TWMS), is
available for use by all civilian employees serviced by the Navy Region Southeast Human Resources
Office. It is available at: https://twms.nmci.navy.mil/selfservice. This tool allows employees to view
information contained in their personnel file, such as: current job/position information; benefits, pay,
and leave information, (including health, life insurance elections and thrift savings plan and leave
balances); pay history for the past year; training, education, and certification information; personal
information, such as an emergency point of contact; work history, including the capability to view
and print Standard Form 50’s (Notifications of Personnel Action) and security information,
pertaining to any security clearances you might hold. TWMS contains a muster function which can
be used to electronically report duty status. Several on line training courses are available and can be
easily taken on this website. Certain personal information may be updated within the tool, such as
place of birth, telephone numbers, and emergency contacts. Access to this protected site will require
employees to use their PKI Certificate/CAC Card.

My Biz

Designed for employees, My Biz offers secure, real-time, on-line access to view personnel
information including appointment, position, personal, salary, benefits, awards and bonuses, and
performance. In addition, certain personal information can be updated such as your telephone
number and email address, disability codes, Race and National Origin (Ethnicity and Race
Identification), and foreign language proficiency. To access MyBiz:
https://cpps.donhr.navy.mil:8007/OA_HTML/AppsLocalLogin.jsp

You will NOT be able to log into MyBiz until your Nature of Personnel Action (SF-50) is
processed. It normally takes 24 hours after processing for the system to interface and create the
MyBiz account. For example, employee reports on board on the 30th of April. The SF-50 is not
processed until 8 May. The earliest the employee will be able to access MyBiz will be on the 9th
of May. To initially set up your account please see enclosure.

@j

MyBiz Access
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Appointments

In the federal government, an employee is hired by an appointment. Appointments can be
permanent, temporary or term. In addition to the type of appointment, your employment is
categorized based on your scheduled work hours and the duration of your appointment; these are

summarized below.

CRITERIA VARIABLE DESCRIPTION
Scheduled work hours Full-time Regularly scheduled work of at least 40 hours per
week
Part-time Regularly scheduled work of 16-32 hours per week

Intermittent

Work that cannot be regularly scheduled and is
sporadic and unpredictable in nature

Duration of employment

Permanent

Work that is indefinite; there are two kinds of
competitive permanent appointments; career-
conditional appointments and career appointments.
(Excepted appointments may also lead to career-
conditional and career appointments; these are
explained on the following page.)

Temporary

Work is temporary in nature and is for up to a year;
appointments may be terminated at any time;
employees cannot be promoted or transferred.

Term

Work projected to last more than one year but less
than four years; employees can be
promoted/reassigned to other positions within the
projects for which they were hired.




PERMANENT APPOINTMENTS

There are two kinds of permanent appointments:
« Career-conditional
« Career

A career-conditional appointment is usually made when an employee is selected competitively
from a list of eligible applicants. A career conditional appointment leads to a career appointment
after three years of continuous service (780 days for employees on intermittent work schedules).
Completion of a one-year probationary period is required for employees appointed to career
conditional appointments. (See page 6.)

If you are serving on a career conditional appointment or a career appointment, you have
permanent status as a federal government employee and are entitled to the associated rights and
privileges.

TEMPORARY AND TERM APPOINTMENTS

Temporary and term appointments are limited to a stated period of time and automatically expire
at the end of that period. When appointed on a temporary basis, the employee is given a "Not to
Exceed" (NTE) date to indicate the projected end date of the appointment. Temporary
appointments may be terminated prior to the NTE date or extended past the NTE date. If
extended, employees are only allowed to work on a temporary appointment up to two years.
Term appointments may last up to four years.

EXCEPTED APPOINTMENTS

Excepted Appointments are made under special hiring authorities and are excepted from the
competitive requirements of the Civil Service laws. Examples include appointments made under
the following authorities:

« Veteran Readjustment Appointment (VRA)

« 30% or more compensably disabled veterans

« Handicapped individuals

« Student trainees



BENEFITS ASSOCIATED WITH APPOINTMENTS

Your eligibility for benefits will vary depending on your appointment. The following table
outlines the benefits associated with appointments in the federal government.

Definition of Codes Used in Table

FT: Full-time PT: Part-time Int: Intermittent
ELIGIBILITY FOR EMPLOYEE BENEFITS

Appointment/ Benefits

Work

Schedule Health | Life Retire- Social Within | Leave | Holi-

Ins. ment Security | Grade days
Increase

Permanent | F | Yes Yes Yes Yes (1) | Yes Yes Yes
T
P | Yes Yes Yes Yes (1) | Yes Yes Yes
T (2)
I | No No Yes Yes (1) | Yes No No
n
t

Temporary | F | No No No Yes No (4)/ | Yes Yes
T Yes
P | No(3) | No No Yes No (4)/ | Yes | Yes
T Yes (2)

No (3) | No No Yes No (4)/ | No No

I Yes
n
t

Term F | Yes Yes Yes (1) Yes Yes Yes Yes
T
P | Yes Yes Yes (1) Yes Yes Yes Yes
T (2)
I | No No No Yes Yes No No
n
t

Excepted F | Yes Yes Yes Yes (1) | Yes Yes Yes
T
P | Yes Yes Yes Yes (1) | Yes Yes Yes
T (2)
I | No No No (5)/ Yes (1) | Yes No No
n Yes
t

Please see the following page for further information and explanations of special conditions

associated with these determinations.
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Explanation of Conditions Associated with Benefits and Types of Appointments

1. Applies to an employee hired after 12/31/83.
2. A part-time employee receives holiday pay only for holidays that fall on scheduled

workdays.

3. The employee becomes eligible to enroll after one year of current, continuous temporary

employment.

4. A temporary General Schedule (GS) employee does not receive within-grade increases. A
temporary Wage grade (WG) employee does receive within-grade increases.

5. An employee with an intermittent work schedule is excluded from coverage until he or she is
converted to a permanent appointment.

CONDITIONS FOR NEW APPOINTMENTS TO FEDERAL SERVICE

Probationary Period

If your appointment has a
probationary period, the length of the
probationary period is shown in item
45 of your Notice of Personnel
Action (Standard form 50). The
probationary period is an on-the-job
evaluation period during which your
supervisor will work with you to
ensure you can perform the job. If
your performance or conduct is
unsatisfactory, you may be removed
from your position and have limited
appeal rights. If your performance

and conduct are acceptable, you will continue beyond your probationary period. After this
period, you still may be dismissed, suspended, or demoted, but only for unacceptable
performance or conduct. In such a case, you will be given written notice and have the
opportunity to respond to the charges.

National Agency Check Investigations (NACI)

Your application for employment, OF-306 and Electronic
Questionnaires for Investigations Processing (E-QIP)
submission (references, prior names used, current and prior
marriages, employment and residence history, etc.) along with
your fingerprints are forwarded to the Office of Personnel
Management. The information received is reviewed by the
Department of Navy Central Adjudication Facility (DONCAF).
If the returned information is favorable, your record will be so
annotated. If there is a problem, a determination will be made
as to whether you continue federal employment. This decision
will be based on the sensitivity of the position and the nature
and seriousness of the information acquired in the investigation.



Employee Records

NOTIFICATION OF PERSONNEL ACTION (STANDARD FORM 50)
=) All personnel actions are documented on a Standard Form 50 (SF-50),
(' Notification of Personnel Action. The SF-50 records information regarding
your appointment and position, insurance elections, retirement information, pay
adjustments, name changes, veterans’ preference, etc. Each time you receive a
SF-50, take time to review it carefully to ensure all information is accurate. If you find incorrect

information on your SF-50, report it to your supervisor to make the necessary changes. It is also
good practice to store your “employee copy” of all SF-50’s in a personal file.

AUTOMATED CIVILIAN PERSONNEL DATA SYSTEMS

DOD and Navy utilize an automated personnel system that contains all the official data
pertaining to each employee. It works in conjunction with other systems that are used to transmit
information and personnel actions between the supervisor or activity representative, the HRO,
HRSC and payroll office.

OFFICIAL PERSONNEL FILE (OPF)

The Official Personnel file, more commonly known as the “OPF”, is the official “hard copy” file
maintained on each employee. It contains all the SF-50’s generated by information that is stored
in the automated system. Your OPF contains information such as

. Initial application documents

. Changes in grade, salary, or title

« Insurance information

« Retirement information

. Disciplinary actions

. Designation of beneficiaries

Each employee has a right to review his or her OPF and obtain copies of documents. If you only
need to verify information or inquire about present information such as next Within Grade
Increase (WGI) due date, your supervisor can access your personnel file electronically and
provide you the information. The OPF is maintained by the Department of the Navy at the
HRSC-SE and is the property of the Office of the Personnel Management (OPM). You may
request to review your OPF by submitting the "Request for OPF/OPF Information™ form. You
may access this form on the CNRSE HRO homepage, in the "Forms™ section; that website is
listed on page 47. The OPF will be sent to HRO, and they will notify you when it arrives. OPF's
must be reviewed at your servicing HRO.



Position Descriptions

Most positions or jobs in the federal government are classified and graded
using the provisions of the Classification Act of 1949. The premise of this
system is “equal pay for substantially equal work.” Each job is first
described in a position description (PD), then analyzed and classified
according to standards developed by the Office of Personnel Management
and Department of the Defense. Based on this analysis and classification,

P | the job is assigned the following:

. Title (e.g. Office Automation Clerk, Computer Specialist, Accounting Tech)
. Payplan (e.g. GS, WG, WS)

« Occupational code or series; (e.g. 0326, 0800, 1670); and

« Grade (e.g. 04, 08, 14)

These components establish the appropriate pay range for your position.
Your PD states the major duties, responsibilities and supervisory relationships associated with
your position.

You will receive a copy of your PD upon receipt of your in-processing package. Your supervisor
may assign additional tasks and responsibilities or make changes to the existing ones, and these
changes can be made orally or in writing. However, major changes should be documented. Each
year, the employee and supervisor will review the accuracy of the position description as part of
the annual performance appraisal process and make necessary changes. If you have questions
about your position description or its classification, discuss this with your supervisor or an HRO
representative. Civil Service Regulations entitle an employee to appeal his or her job
classification, but it’s always a good practice to discuss concerns with your supervisor first.



Training and Development

Government sponsored training will be provided when necessary to ensure you have the required
competencies to perform your job successfully. Today's workplace environment requires you to
be well skilled as well as flexible and adaptive. Certainly, clearly defined competencies are
valued, but the ability to learn and adapt is also an important quality. Key goals for career
growth and development should center around three skill categories; the ABC's for success:

Adaptability/accountability - be willing to learn
new skills and methods of working when
necessary; take responsibility for your work; and
seek out learning and self development
opportunities - even those that require a personal
investment

Basics - reading, writing and math, of course; but
also good communications and problem solving
skills, and the ability to learn and access
information electronically and by other means

Competencies (technical, business, behavior) - a
job's typical skills and task requirements, but also
the behaviors needed to accomplish those jobs in a
changing environment

INDIVIDUAL AND ORGANIZATIONAL GOALS

Acquiring and maintaining your skills will require a comprehensive strategy developed by you
and your supervisor and should incorporate your individual performance goals with those of the
organization. Your performance appraisal discussions with your supervisor at mid-year and the
end of the appraisal cycle will provide a good source of information for planning your training
and development. It is important to remember that training should address the current skills need
and level of your position unless you are in a formal training program that has established
promotion potential. These programs are established by regulation and normally require
competition for selection. Examples include upward mobility, career intern, and student
appointment and apprentice programs.

SELECTING TRAINING

Training and development can be accomplished in a variety of ways and forums, including
formal classroom training, learning by doing, on-the-job training, correspondence courses,
computer based and online learning, information access, and distance learning via satellite
transmissions and teleconferencing. Training effectiveness, quality, cost and personal learning
abilities should all be considered when selecting training to ensure the best return on investment
for the government. Note: College courses that are job or mission related may be paid for with
government training funds




REQUESTING TRAINING

Every activity has a training coordinator and procedures for requesting training. Your supervisor
will give you that information. Training schedules and information are readily available,
particularly via HRO and HRSC and other government and private sector companies' Internet
web sites. For a list of training opportunities visit:
http://auth.cnic.navy.mil/cnrse/HumanResourceOperations/WorkforceDevelopmentandTraining/i
ndex.htm Once you are scheduled for training, be sure to get a training confirmation for your
course prior to your departure from the work site to attend training - especially if travel is
required. If you expend government travel funds to travel to a training location and the course
has been cancelled, you may be required to reimburse the government.

TRAINING RECORDS

Your official training records are maintained at the HRSC. Once you complete training, your
training coordinator will forward completed training records to the HRSC for input to the
automated personnel data system. This information should flow from the automated personnel
data system into TWMS (https://twms.nmci.navy.mil/selfservice) and be viewable by you. Training
records may be requested through your training coordinator. However, it's a good idea to
maintain your own record as well.

TRAINING PLANS

All employees may have a training plan. However, formal training plans are only required for
individuals in special employment programs, such as upward mobility, career intern, student
appointment, veteran's readjustment appointment (VRA), apprentice and wage grade trainee, and
probationary supervisor. The job announcements for those positions will usually indicate that
requirement, and the HRSC Training Department will coordinate the training plan development.
If you are in one of the special programs listed above, it's a good idea to go ahead and approach
your supervisor to begin working on the plan as soon as possible.

ANNUAL TRAINING REQUIRED BY PERSONNEL LAWS AND REGULATIONS

EEQ for Supervisors - all supervisors

Prevention of Sexual Harassment Training (POSH) - all employees
Computer Security Training - all employees

Anti-Terrorism/Force Protection - all employees

Privacy Act - all employees

Constitution - all employees

=
Training
requirements

Note: Many activities have additional requirements that are required by internal or upper
echelon regulations or by the position an employee occupies.

CIVILIAN LEADERSHIP DEVELOPMENT PROGRAM (CLD)

The Department of the Navy has established the CLD to provide employees the opportunity to
develop leadership and management competencies and for supervisors to build on those they
currently possess and use. Each activity has implemented this program or is in the process of
doing so. While the basic framework for CLD is standard for all activities, there are variances in
the way the program operates. If you are interested in participating in CLD, ask your supervisor
or training coordinator for details. 10
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Performance Evaluations

The Navy has a two level system for evaluating
your performance; you are rated either
Acceptable or Unacceptable. You will be issued a
performance plan that describes standards or
measures of performance. These standards are
based on your position description and describe
the satisfactory level of performance in terms of
quantity, quality, timeliness, effectiveness and
economy. As a new employee, your supervisor
will meet with you to discuss your performance
plan and set your standards in writing. Each
activity or command has a rating cycle, which
determines the beginning and ending date of the
appraisal period.

ANNUAL REVIEW

Each year at the end of the cycle, your supervisor will meet with you to:

. Discuss your performance during that rating cycle

. Assign an official rating based on your level of achievement

« Review your position description for accuracy and make any necessary changes
. Set performance goals and standards for the next rating cycle

« ldentify training needs for improved performance.

Your performance rating will be used in making decisions concerning awards, promotions, and
retention standing.

PROGRESS REVIEW

In addition to the annual performance appraisal, your supervisor will meet with you at least once,
usually at the midpoint of the rating cycle, to conduct a "progress review" to ensure your
understanding of the standards and to identify performance strengths and weaknesses and areas
in need of improvement.

11



Awards and Recognition

Through the Navy's Incentive Awards program, supervisors are able to
recognize employees for exemplary job performance, successes and
accomplishments, creativity and innovative work practices that have a
beneficial impact on the workplace.

There are three broad categories of awards:

Non-monetary Awards:

« Letters of Appreciation

. Plaques

« Trinkets

« Length of Service Certificates

. Career Service and Retirement Certificates

. Secretary of Navy Career Service Award Certificates
« Time-off

Honorary Awards:

« Meritorious Civilian Service Award
« Superior Civilian Service Award
« Distinguished Civilian Service Award

Monetary Awards:

« Special Act

« On-the-Spot

« Performance Awards
« Quality Step Increase

These awards, their criteria, dollar and time limits are discussed in detail in the following
documents. Your supervisor can provide this information, or you may want to access it at the
web site listed below.

« Guidance on Implementing Awards in the Department of the Navy
https://www.cnic.navy.mil/cnrse/HumanResourceOperations/index.htm (under the
“Guidelines” section)

. SECNAVINST 12451.3 Department of Navy Incentive Awards Programs

12
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Hours of Work

WORK SCHEDULES

Supervisors are responsible for establishing the
hours of duty and work schedules for their
employees.

Employees on full-time schedules work 80 hours
per pay period. Specific days, hours and shifts may
vary by work sites. Check with your supervisor
for specifics on lunch and other types of breaks.

Part-time schedules may be from 16-32 hours per
week, and work schedules are provided prior to
the workweek.

Intermittent employees may be scheduled to work
up to 39 hours per week. Intermittent employees
work irregular numbers of hours and have no
prearranged work schedules.

OVERTIME

You may be asked to work additional hours to take care of increased workloads. You will either
be paid at the overtime rate or earn compensatory time, depending on your status under the Fair
Labor Standards Act (FLSA). If you are called back to work to perform unscheduled overtime
after leaving the work-site (or called to work on an off-duty day), a minimum of 2 hours
overtime is paid. If overtime is necessary, your immediate supervisor will notify you.
Compensatory time may be earned instead of overtime pay. This time is documented on your
time card and is shown on your Leave and Earnings Statement (LES). As with any leave,
supervisory approval must be obtained prior to using compensatory time.

REPORTING HOURS WORKED

The Standard Labor Data Collection and Distribution Application (SLDCADA) is a Time and
Attendance System that has been chosen as the Department of the Navy standard. SLDCADA is
a web-based timekeeping system that allows for centralized or distributed input, and provides the
capability to track civilian, military, and contractor hours against job order numbers and type
hour codes for financial and pay purposes. Most commands serviced by CNRSE HRO utilize this
system, which is accessible at https://www.sldcada.disa.mil/. Access to this protected site will

| require employees to use their PKI Certificate/CAC Card.

13
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Pay

PAY SYSTEMS

Two basic pay systems are used for pay scales and wage rates:
« General Schedule (GS)
« Federal Wage System (FWS).

Your pay depends primarily on your position’s grade in one of these systems.

GS Positions
http://www.opm.gov/oca/pay/HTML/GSClassandpay.asp

The General Schedule (GS) covers positions with professional,
administrative, and clerical responsibilities. Within each GS grade, there
N aretensteps. Ordinarily, a new employee in this system is paid at the

minimum rate for his or her grade, or Step One. If you have previous

federal service, you may begin at a higher level.

FWS Positions

http://www.opm.gov/oca/wage/index.asp

The Federal Wage System (FWS) covers trade and craft positions. Wage grade pay

is based on the prevailing hourly rates paid by private industry for the same kind of

work in the same geographical area in which you work. There are five steps within
each grade.

Pay Increases/Adjustments

Cost-of-living pay increases for GS employees are legislated by Congress to increase GS pay to
the national cost of living. They are normally awarded annually at the beginning of the calendar
year. Pay adjustments for the WG pay scale are determined by the results of local area wage
surveys and are effective at the conclusion of the wage survey.

Within-grade Increase (WGI)

Each grade level has a series of salary steps. Progression from one step to another is called a
within-grade increase (WGI). A WGI is not an “automatic” pay increase. You are given a WGI
when you meet the following requirements:

« Your supervisor determines that your performance is acceptable

« Your present pay is below the maximum (top step) for the grade

« You have completed your waiting period. (see the following tables)

Required waiting periods are outlined on the following page.

14
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General Schedule Positions
WAITING PERIOD FOR WGI

STEPS WAITING PERIOD
Number of Years

2,3,and 4 1 Year
5,6,and 7 2 Years
8,9, and 10 3 Years

Note: Temporary GS employees do not receive WGI ’s.

Federal Wage System Positions
(Permanent and Temporary)
WAITING PERIOD FOR WGI

STEPS WAITING PERIOD
Number of Weeks

2 26 Weeks
3 78 Weeks
4and 5 104 Weeks

PAY PERIODS

In the federal service, the term “pay period” refers to a 14-day period beginning every other
Sunday. You will receive your first paycheck approximately 14-21 days after entering on duty,
depending on whether you start the first or second week of the pay period.

15




PAYCHECKS

Employees must have their paycheck deposited directly to a financial institution of their choice
utilizing the Direct Deposit/Electronic Funds transfer (DD/EFT).

Payroll Deductions

The following mandatory deductions are made from your paycheck:
« Retirement or Social Security

« Medicare

« State Taxes (if required by the state)

. Federal Income Taxes

The following optional deductions may be also made if you're eligible and/or have elected to
enroll in any of the following:

« Life insurance

« Health benefits

« Thrift Savings Plan

« U.S. Savings Bonds (see below)

. Allotments to savings accounts or credit union

« Charitable contributions (see below)

« Labor organization dues

U.S. Savings Bonds

All Navy employees are encouraged to participate in the U.S. Savings Bond Program under the
Payroll Savings Plan. The purchase of savings bonds under this plan is a convenient way for
employees to accumulate secure personal savings.

Combined Federal Campaign

The Combined Federal Campaign or CFC was developed in 1965 within the federal service to
allow charitable organizations to receive contributions from federal personnel. The CFC is
conducted during a 6 week period between 1 September and 15 November. No other charity
organizations are permitted to conduct separate drives on any federal installation. Contributions
are voluntary and may be made in the form of cash, check, or through the payroll deduction
system.

Leave and Earnings Statement (LES)

Each time you are paid, you will receive an LES that will be mailed to you. You can also access
your LES from the Defense Finance and Accounting Service (DFAS) website:
http://mypay.dfas.mil/. You will receive a Personal Identification Number (PIN) from your
payroll office. You can request a new PIN from the website. The website also allows you to
stop hardcopy mailing of your LES, to change your address, to change your tax deductions and
access your W-2. Additionally, you can also view travel vouchers processed by DFAS at the
website. Review each statement carefully and report any concerns to your timekeeper or your
activity’s Payroll Customer Service Representative. You are responsible for reporting any errors
or discrepancies in your pay or leave status to your payroll representative.

EMPLOYMENT AND SALARY VERIFICATION

Whenever you need employment or salary verification, you may authorize the verifier to access
your records via "The Work Number” system. This easy to use system may be accessed online
at http://www.theworknumber.com/ or by calling the toll free number, 1-800-9WORK-NO.

16
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Insurance

BENEFITS TRANSACTIONS

Health and Life Insurance and Thrift Savings Plan transactions must be made using a telephone
or computer. The Benefits Line number is 1-888-320-2917. The Employee Benefits
Information System (EBIS) can be access through the CNRSE HRO website at
https://www.cnic.navy.mil/cnrse/HumanResourceOperations/index.htm, click on
"ELECTRONIC PAY & BENEFITS", and click on "EBIS". For most benefit transactions, the
assistance of a counselor is not needed. You can get general benefits information or access your
personal data and make benefits transactions at your convenience. The system will require you
to enter data that is specific to your personnel record. You can get this information from your
Leave & Earnings Statement (LES) or most recent Notice of Personnel Action (SF-50).

HEALTH INSURANCE

Federal employees who are eligible for the Federal Employees
Health Benefits (FEHB) Program may choose from among several
options. These include Managed Fee-for-Service (FFS) plans, plans
offering a Point of Service (POS) provider, and Health Maintenance
Organizations (HMO). HMO's are not available in the Jacksonville,
FL area. (Eligibility for some plans depends on place of residence
or employment, and that information will be included in the plan
brochures.) The government pays for part and the employee pays
the rest through payroll deductions. Employees will have
opportunity to review brochures on each plan before making a
selection, and the initial selection must be made within 60 days of

the time you are hired.

Program Features

Some of the features of the health benefits program that will be most important to you are:
« No waiting periods - you can use benefits as soon as the coverage is effective
« No required medical examinations or restrictions because of age or physical condition
« Achoice of coverage -
Self only just for you; or
Self and family coverage for you, your spouse, and unmarried dependent children under
age 22. Under certain circumstances, FEHB enrollment may cover a disabled dependent
child 22 years or older who is incapable of self support
« A choice of plans and options
« A Government contribution
« Salary deduction of premium through payroll deduction
. Annual enrollment opportunities during "Open Season" - each year in November - to enroll,
change or add to your coverage (There are conditions or events, such as the birth of a child
or spouse's loss of health insurance coverage, which allow enrollment changes to be made
outside the "Open Season" period. A benefits counselor can provide information if needed.
. Continued group coverage after retirement (requires 5 years continuous federal coverage

prior to retirement)
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The benefits counselors at the HRSC may answer all questions concerning your insurance
coverage. Your HRO will be able to provide plan brochures, and you can find most brochures
on the Internet at http://www.opm.gov/insure/health/planinfo/2010/states/fl.asp .

Long Term Care (LTC) Insurance

Long term care insurance is insurance that helps you pay for long term care services, such as
home care or care in a nursing home or assisted living facility. Long term care is the kind of care
that you would need to help you perform daily activities if you had an ongoing illness or
disability. It also includes the kind of care you would need if you had a severe cognitive problem
like Alzheimer's disease. It is help with eating, bathing, dressing, transferring from a bed to a
chair, toileting, continence, etc. This type of care isn't received in a hospital and isn't intended to
cure you. It is not acute care. It is chronic care that you might need for the rest of your life. You
can receive it in your own home, at a nursing home or other long term care facility.

For more information and how to apply for LTC insurance please visit the LTC website:
www.LTCFEDS.com or call 1-800-582-3337 (TDD: 1-800-843-3557)

LIFE INSURANCE

/ Y9 ¥yl Federal employees who are eligible may participate in the Federal
///// ///;/4/ Employees' Group Life Insurance (FEGLI) Program

http://www.opm.gov/insure/life/ .

Basic Insurance

4 N Wl As an eligible employee, you are automatically enrolled in Basic
nH‘ED 3- insurance, unless you waive this coverage. Basic insurance is based on
your annual basic rate of pay, rounded up to the nearest $1,000, plus

$2,000 (called the Basic Insurance Amount). The Government pays one-third of the cost and you
pay two-thirds. FEGLI insurance does not build any cash value.
If you are under age 45, you automatically have extra coverage without paying any additional
premium. This extra coverage increases the amount of Basic insurance payable at the time of
your death, if you die before age 45. An age multiplication factor is used to determine the

amount of the extra benefit and is based on your age at the time of your death.

Optional Insurance

If you have Basic insurance, you may also elect Optional insurance. There is no Government
contribution towards the cost of any Optional insurance. There are three types of Optional
insurance:

Option A - Standard Optional Provides additional $10,000 insurance

Option B — Additional Provides additional insurance equal to 1-5 times
the rate of basic pay

Option C — Family $5000 insurance for spouse and
$2500 insurance for each dependent
available in 1 to 5 multiples
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Accidental Death & Dismemberment Benefits

Accidental death and dismemberment coverage is an automatic part of Basic and Option A
insurance for employees. Accidental death and dismemberment benefits are payable when you
sustain injuries by accidental means, and within 90 days afterwards, you die or lose a limb or
eyesight. Under Basic insurance, accidental death benefits are equal to your Basic Insurance
Amount (without any age multiplication factor) and accidental dismemberment benefits are
equal to one-half of your Basic Insurance Amount. Under Option A, accidental death benefits are
equal to your Option A coverage and accidental dismemberment benefits are equal to one-half of
your Option A coverage for the loss of one limb or sight in one eye.

Election

Unless your position is excluded from coverage by law or regulation, you are automatically
enrolled in Basic insurance. If you don't want this coverage, you must either waive it when you
first become eligible for coverage or cancel it. You must specifically elect the types of Optional
insurance you wish to carry within 31 days of becoming eligible.

Initial Decision and Reconsideration

Your HRSC benefits counselor will determine eligibility to elect or increase your life insurance
coverage. You have the right to ask your counselor to reconsider an initial denial of coverage or
the opportunity to change coverage. You must make a request for reconsideration in writing
within 30 days from the date of the initial decision.

Non-pay Status

Your FEGLI coverage continues during your first 365 days in nonpay status. No premium
payments are required, unless you are receiving Workers' Compensation. Your life insurance
coverage terminates at the end of this 365-day period, with a 31-day extension of coverage and
right to convert to an individual policy.

Effective Date

Basic insurance coverage is effective on the day you enter on duty in pay status. Optional
insurance is effective on the first day you enter on duty in pay status on or after the day your
employing office receives your election.

Waiver/Cancellation of Insurance

When you first become eligible for FEGLI coverage, you must specifically waive Basic
insurance if you do not want it. If you do not want any Optional insurance, you do not have to do
anything. When you do not elect the full amount of Optional insurance available, you are
waiving any Optional insurance not chosen. You may cancel your Basic and/or Optional
insurance coverage at any time. When you cancel Basic insurance, you automatically cancel all
Optional insurance you have. Canceling Optional insurance has no effect on Basic insurance.
The cancellation is effective at the end of the pay period in which it is filed with your employing
office.

19


../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/amounts.htm#when are benefits payable
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/amounts.htm#amount of accidental death benefits un
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/amounts.htm#accidental death and dismemberment ben
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/amounts.htm#option a (standard optional insurance)
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/eligibil.htm#employees excluded from coverage
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/cover.htm#basic insurance: automatic coverage
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/cover.htm#basic insurance: automatic coverage
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/cover.htm#waiver/cancellation of insurance
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/cover.htm#elections allowed
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/eligibil.htm#reconsideration right
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/cover.htm#nonpay status
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/terminat.htm#nonpay status
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/terminat.htm#31-day extension of coverage
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/terminat.htm#conversion of basic and optional insura
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/cover.htm#effective date of optional insurance
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/cover.htm#waiver/cancellation of insurance
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/cover.htm#canceling optional insurance
../Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/OLK70/cover.htm#canceling basic insurance

Cancellation of Waiver Due to Change in Family Status

You can cancel a waiver of Option B (or increase the multiples you carry) and/or Option C
because of one of these events:

. Marriage

. Divorce

. Death of a spouse

« Acquiring an eligible child

You must file the election with the HRSC-SE on the Life Insurance Election form along with
proof of the event - 30 days prior or no later than 60 days after the date of the event.

Effect of Separation from Service on Waiver

If you are reinstated after a separation from service of at least 180 days, any previous waiver of
coverage is automatically cancelled. Unless you file a new waiver, you will have Basic insurance
coverage. You can elect any type of Optional coverage within 31 days of returning to service. If
you do not submit an election of Optional insurance, you will get whatever Optional insurance
you had before you separated, and you will be considered to have waived any other Optional
insurance. If your separation from service is less than 180 days, any previous waiver of coverage
remains in effect. You automatically get whatever life insurance coverage you had before leaving
Government service.

Termination of Insurance

Your life insurance stops when:

« You waive or cancel it;

« You are separated from service;

« You complete 365 days of nonpay status;

« You retire and are not eligible to continue coverage into retirement;

« Your compensation stops (or when the Office of Workers' Compensation Programs finds
that you are able to return to duty).

Conversion of Insurance

When your life insurance terminates, except by your waiver or cancellation, you are entitled to
convert to an individual policy. You may convert all or any part of your Basic and Optional
coverage. No medical examination is required. You must request conversion information within
31 days from the date of the terminating event. Conversion is effective at the end of the 31-day
extension of coverage.

Eligibility for Life Insurance after Retirement

When you retire, you are eligible to continue Basic insurance - or have it reinstated - if you meet
certain requirements. A retirement or benefits counselor at the HRSC will outline these when
needed.
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Retirement

Most permanent employees of the federal government are covered by one of
three retirement systems: Federal Employees Retirement System (FERS),
Civil Service Retirement System (CSRS), and CSRS Offset. Employees who
are covered by a federal retirement system also have the opportunity to
participate in the Thrift Savings Plan (TSP). TSP is explained below.

FEDERAL EMPLOYEES RETIREMENT SYSTEM (FERS)

Most new employees hired after December 31, 1983 are automatically
covered by FERS. In addition, certain other federal employees not covered by FERS have the
option to transfer into the plan.

Retirement Plan Structure

FERS is a three-tiered retirement plan. The three components are:
« Social Security Benefits

- Basic Benefit Plan

« Thrift Savings Plan

You pay full Social Security taxes and a small contribution to the Basic Benefit Plan. In addition,
your agency puts an amount equal to 1% of your basic pay each pay period into your Thrift
Savings Plan (TSP) account. You are able to make tax-deferred contributions to the TSP and the
Government matches a portion not to exceed 4%. All three components of FERS work together
to give you a strong financial foundation for your retirement years.

THRIFT SAVINGS PLAN

The Thrift Savings Plan (TSP) is a retirement savings and investment plan for federal employees.
It offers the same type of savings and tax benefits that many private corporations offer their
employees under so-called "401(k)" plans.

Employees covered by FERS may contribute to the TSP. TSP information that includes
percentage of salary contributions, rules for matching government contributions, and rate of
returns may be accessed via the Internet at http://www.tsp.gov/.

The TSP is a defined contribution plan. The retirement income that you receive from your TSP
account will depend on how much you and your agency have contributed to your account during
your working years and the earnings on these contributions. The contributions that you make to
your TSP account are voluntary and are separate from your contributions to your annuity.

CIVIL SERVICE RETIREMENT SYSTEM (CSRYS)

CSRS covers employees who were first employed prior to January 1, 1984 who did not switch to
FERS during an open season. CSRS retirement benefits are funded by mandatory employee
contributions, which are determined by pre-set percentages of an employee’s pay and by
contributions from the employing agency. CSRS covered employees may voluntarily contribute
to the TSP (access http://www.tsp.gov/ for allowable contributions). There are no matching
agency funds.
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CIVIL SERVICE RETIREMENT SYSTEM OFFSET (CSRS Offset)

If an employee was covered by CSRS for at least five years and had a break in service of at least
one year, he/she will be covered by the CSRS Offset provisions when returning to government
service. CSRS Offset covered employees contribute the same percentage of their salary as do
CSRS employees, but the money is split between CSRS and Social Security. CSRS Offset
covered employees may voluntarily contribute to the TSP (access http://www.tsp.gov/ for
allowable contributions). There are no matching agency funds.

RETIREMENT COUNSELING
The HRSC-SE conducts retirement counseling. Employees may set up counseling appointments
by calling toll free 1-877-854-3461/3462. A wealth of retirement information, including all the

latest program updates and an online retirement calculation program is available via the Internet.
Page 47 contains a complete listing of websites.

Federal Holidays

The following ten days are paid holidays for federal employees:

New Years Day January 1

Birthday of Martin Luther King, Jr. Third Monday in January

President’ s Day Third Monday in February
Memorial Day Last Monday in May
Independence Day July 4

Labor Day First Monday in September
Columbus Day Second Monday in October
Veterans Day November 11

Thanksgiving Day Fourth Thursday in November
Christmas Day December 25
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Security and Law Enforcement

o Your command or base security office is responsible for managing

N— and implementing the physical security, loss prevention and law
enforcement programs. The topics discussed below provide general
information about various security issues; your supervisor or sponsor

can provide the specific rules and information that may be unique to

your location.

VEHICLE REGISTRATION

Most military installations have a vehicle registration policy. Your
supervisor or sponsor will provide specific information on local
requirements and procedures. However, the following provides
basic requirements for most DOD locations.

Motor vehicles, privately owned and operated on base by military
and civilian personnel or their family members, must be registered at the Pass and I.D. office.
Normally decals from other DOD activities will be honored for 30 days for employees on
Permanent Change of Station (PCS) orders. After that, you must obtain a decal from your new
base. The following are normally required to obtain a base decal:

« Current vehicle registration
« Valid state driver's license
« Proof of insurance
* In addition, an emissions certification may be required depending on the location.

When registering your vehicle, be sure and ask about the local rules regarding other people
driving your vehicle on base. Some locations have very specific requirements concerning this.
Motorcycle operators must meet the same minimum requirements as stated above. In addition,
operators may be required to have proof of attendance at both the classroom training and the road
phase of the Motorcycle Defensive Driving Course before being issued a base decal. Helmets,
footwear and other protective gear must be worn at all times when operating motorcycles on
base.
Note: Driving on base is a privilege. For security purposes, privately owned vehicles
may be searched for drugs, firearms and other illegal substances upon entering or
leaving the base. A conviction of DUI or possession of a controlled substance may result
in loss of base driving privileges. Check with your local security office for more
information.

IDENTIFICATION CARDS AND BADGES

Employees at most DOD installations are required to wear identification badges that are issued
by the local Pass and ID office. Unless instructed otherwise, badges should be worn in plain
view at all times. (Check with your supervisor about your command's policy.) Identification
badges are to ensure only authorized individuals have entry access to controlled DOD facilities.
Do not lend your badge to anyone; doing so diminishes the integrity of the identification
program and is a violation of federal law.
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CLASSIFIED INFORMATION

All employees have the responsibility to protect classified information. Information is classified
to indicate if protection is needed and the level of security assigned. These classifications are
based on the degree of potential harm that could result if that information were divulged to
unauthorized personnel. Classified information comes in many forms including documents,
charts and diagrams, equipment, photographs and knowledge. There are basic rules to ensure
you do your part to safeguard classified information:

« Do not remove classified material from the work-site.

« Do not discuss information where those without proper access can overhear.

« Do not discuss nor try to "talk around™ classified information on the phone.

« Do not try to impress family or friends with your knowledge. Be alert to overly persistent
questioners about classified or sensitive information.

. Report any breaches of security to your command Security Manager and/or Naval
Investigative Service (NIS)

INFORMATION SYSTEMS SECURITY (INFOSEC) AWARENESS

The intent of DOD's INFOSEC policy is to protect DOD computer systems against unauthorized

access or modification of information. It applies to information processing, storage, and

transmitting; as well as user authorization and access. Each organization has a designated

individual, the ADP Security Officer (ADPSO), who is responsible for managing and

coordinating the computer security program. Minimum guidelines for good computer security

are the following:

« Do not bring privately owned computers or software into the work-site.

. Do not use ADP resources for other than government business and operations; and above all,

« Get to know your ADPSO and learn the policies and procedures for your particular work-
site. These will vary among organizations depending on the type information handled by the
particular work group.

Every year, you will be required to complete INFOSEC Awareness training to update you on
new computer security requirements. Due to the fast pace of technological developments, your
requirements will continue to change. Be sure you stay up-to-date in this area.

USE OF GOVERNMENT FACILITIES/EQUIPMENT

Telephone

Government telephones are for Government business and should not be used to make or receive
personal calls. Request that your friends and relatives not call you at work except in
emergencies.

Personal Mail
The continued receipt of personal mail at work is prohibited.

Misuse of Government Property

The unauthorized use or willful damage to government equipment, tools, instruments, and other
property is prohibited.
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Negligence

Employees who neglect their duties, who are careless, or who waste public funds and property
are subject to disciplinary action.

FRAUD, WASTE, AND ABUSE

Military activities have established local hotlines to report suspected waste, fraud and abuse in
the government. You may opt to use the local number or the DOD number 1-800-424-9098.
Regardless of which you select, there are basic guidelines to follow:
« Address the problem through the chain of command if possible
« Be sure the problem is related to
Fraud - taking unfair advantage of the government
Waste - extravagant, careless, or needless expenditure of government resources
Abuse - violation of statutes or regulations of good practice.
. Leave aspecific and detailed message, including names, dates, location, etc.
« You are permitted to remain anonymous; however, providing your name may help the
investigation if more information is required later.
Note: If you provide your name, it will be kept confidential.
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Code of Ethics

Public service is a public trust. Each employee has a responsibility to the
United States Government and its citizens to place ethical principles above
personal gain. The following general standards apply to every employee in
determining proper conduct:

. Employees shall place loyalty to the Constitution, the laws and ethical principles above
private gain.

. Employees shall not hold financial interests that conflict with the conscientious performance
of duty.

« Employees shall not engage in financial transactions using nonpublic Government
information or allow the improper use of such information to further any private interest.

. Employees shall not, except as permitted by law or regulation, solicit or accept gifts or other
items of monetary value from any person or entity seeking official action from, doing
business with, or conducting activities regulated by the employee’s agency, or whose
interests may be substantially affected by the performance or nonperformance of the
employee’s duties.

« Employees shall put forth-honest effort in the performance of their duties.

. Employees shall not knowingly make unauthorized commitments or promises of any kind
purporting to bind the Government.

. Employees shall not use public office for private gain.

« Employees shall act impartially and not give preferential treatment to any private
organization or individual.

- Employees shall protect and conserve federal property and shall not use it for other than
authorized activities.

- Employees shall not engage in outside employment or activities, including seeking or
negotiating for employment, that conflict with official Government duties and
responsibilities.

. Employees shall disclose waste, fraud, abuse, and corruption to appropriate authorities.

- Employees shall satisfy in good faith their obligations as citizens, including all just financial
obligations, especially those —such as federal, state, or local taxes—that are imposed by law.

. Employees shall adhere to all laws and regulations that provide equal opportunity for all
Americans regardless of race, color, religion, sex, national origin, age, or handicap.

. Employees shall endeavor to avoid any actions creating the appearance that they are violating
ethical standards.
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Workplace Safety and Health

To assist in providing a safe and healthful work environment for
employees, the Navy has a workplace safety program. Command
safety managers have responsibility for implementing,
administering, monitoring, and evaluating the safety program. Its
success depends on the alertness and personal commitment of all.

Each command provides information to employees about
workplace safety and health issues through regular internal
communication channels such as supervisor-employee meetings,
bulletin board postings, memos, or other written communications.
Employees and supervisors receive periodic workplace safety
training. The training covers potential safety and health hazards and safe work practices and
procedures to eliminate or minimize hazards.

Some of the best safety improvement ideas come from employees. Those with ideas, concerns,
or suggestions for improved safety in the workplace are encouraged to raise them with their
supervisor, or with another supervisor or manager, or bring them to the attention of the Safety
Manager.

Each employee is expected to obey safety rules and to exercise caution in all work activities.
Employees must immediately report any unsafe condition to the appropriate supervisor.
Employees who violate safety standards, who cause hazardous or dangerous situations, or who
fail to report or, where appropriate, remedy such situations, may be subject to disciplinary action.

Workers Compensation

The Federal Employees’ Compensation Act (FECA) is administered by
the Office of Workers' Compensation Programs (OWCP) of the U.S.
Department of Labor (DOL). It provides compensation benefits to
/{\\ civilian employees for disability due to personal injury sustained while
in the performance of duty or due to employment-related disease or
illness. The FECA also provides for the payment of benefits to
dependents if the injury or disease causes an employee's death.

In the case of accidents that result in injury (regardless of severity) or
employment-related occupational disease or illnesses, employees should
follow these guidelines:

« Notify your supervisor as soon as possible and obtain the necessary claim forms.

« Visit your health unit for first aid, or seek appropriate medical attention; injured workers
have an initial choice of treating physician.

« File the appropriate workers’ compensation claim form; CA-1 claim form for traumatic
injury (single incident injury or repetitive injury which occurs during one work shift) and
CA-2 claim form for an occupational illness which occurs due to exposure to work factors
which caused the injury/illness.

. Provide the necessary information to support your claim.
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« Injured workers have a legal burden to prove that their medical condition was work-related.
(The Workers’ Compensation officials can advise you of the type of evidence you need to
support your claim.)

« Keep your supervisor and the Workers” Compensation officials informed of the status of
your condition.

« You are still required to request leave from your supervisor.

« You must also provide your supervisor and OWCP with medical reports to support your
disability.

. If your supervisor has indicated that light duty may be available, you should advise your
physician. Your supervisor may be able to provide your physician with specifics of any
accommodations that may be available.

. If your physician releases you to return to light duty or to full duty, you should return to
work. DOL will not authorize compensation for employees who refuse suitable work.

Note:

Benefits cannot be paid if the injury or death is caused by the willful misconduct of the
employee; the employee’s intention to bring about his or her own injury or death or that of
another; or if intoxication (by alcohol or drugs) is the proximate cause of the injury or death.
In addition, employees may be disciplined.
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Management and Labor Unions

The purpose of labor unions is to promote cooperation
between management and the workforce and to assist in
resolving labor-management disputes when they arise. As an
employee, you may be eligible to join one of the federally
recognized labor unions that have exclusive representation
rights for your organization. If you are in a group which a
union represents (the bargaining unit - see below for
definition), management and the union work together to
establish an agreed upon set of provisions, called the
negotiated labor agreement. Be sure to review your local
labor agreement and be aware of how its provisions affect
you as an employee. Some of the topics included in the
labor agreement are:

. Personnel management and classification policies,
programs, and procedures.

« Merit promotion and staffing programs.

« Reductions-in-force (RIF) and other changes.

« Grievances and processing of adverse actions.

. Leave programs.

« Hours of work.

Within the parameters of labor-management relations policy, management, the unions, and the
employees all have certain rights or rules to play by. In basic terms:

BARGAINING UNIT

Management has the right to make management decisions and take personnel actions.
Unions have the right to negotiate terms and conditions of employment for bargaining unit
employees and represent bargaining unit employees exclusively.

Employees have the right to form, join, or assist a union, or refrain from doing so without
fear of reprisal.

Bargaining unit employees are those in a group which the union represents. If you are in a
bargaining unit, you are bound by what the union negotiates with management. This is not
affected by your decision to join the union and pay dues or not join. If you are in a bargaining
unit with union representation, you are bound by the terms of the negotiated labor agreement.
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RESERVED RIGHTS OF MANAGEMENT

In the labor-management relationship, management retains certain rights; these are called the
reserved rights of management. The following are examples of these rights.

Management has the right to:

. Determine the organizational budget

« Decide when to reorganize

. Decide when to use formal security controls

« Hire and promote from any appropriate source
. Reassign and place employees

« Maintain order in the workplace

« Assign work

« Contract out work

. Make decisions during emergencies

. Make selections for appointments

. Determine organizational mission and personnel strength.

While the unions may not take these rights away, they may negotiate procedures and
arrangements for adversely affected employees.

DUES

If you decide to join a union, you will pay your dues by payroll deduction. You will be provided
a form and instructions for submitting to your payroll office to authorize this deduction.
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Leave

You are expected to be at work during your established work hours unless you have permission
to be absent. Permission to be absent from work is called “leave.” The types include the
following, and each is described in detail on the following pages:

« Annual leave

« Sick leave

« Leave without pay (LWOP)

. Military leave

« Court leave

« Excused absences

When requesting leave in advance, use the SF 71, Request for Leave. If you are unable to
request leave in advance due to an emergency, follow your organization’s internal procedure.
Procedures may vary, so check with your supervisor for specific requirements.

ANNUAL LEAVE

Annual leave is time off at full pay which provides an employee the
opportunity for an annual vacation period or to attend to personal
business or emergency situations that can only be handled during a
normal working day. The following table outlines accrual rates for
annual leave.

2
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ANNUAL LEAVE ACCRUAL RATES

CREDITABLE SERVICE WORK ACCRUAL RATE PER PAY PERIOD
SCHEDULE
Less than 3 years Full-time 4 hours per pay period
Part-time 1 hour per 20 hours in a pay status
3-15 years Full-time 6 hours per pay period
Part-time 1 hour per 13 hours in a pay status
15 years and over Full-time 8 hours
Part-time 1 hour per 10 hours in a pay status

Although you have the right to use your accrued annual leave, your immediate supervisor is
responsible for determining when you can be spared from your duties to use it.
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Requesting Annual Leave

Requests for annual leave must be submitted to your supervisor and approved in advance except
in cases of unforeseen circumstances. If you are unable to obtain advance approval due to an
emergency, notify your supervisor as soon as possible before the work shift but no later than
within two hours of the start of the workday of the first day of such leave. Failure to make proper
notification could result in your being placed in an unauthorized absence (UA) status.

Advancing Annual Leave

Full-time and part-time employees may be granted advanced annual leave up to the amount that
will accrue through the end of the leave year. If you are serving under a temporary appointment,
advanced leave should not exceed an amount which you could reasonably be expected to earn
during your appointment.

SICK LEAVE

Sick leave is time off the job at full pay which is granted to an employee who:
. Isincapacitated for the performance of duty by physical or mental illness,
injury, pregnancy or childbirth
. Receives medical, dental, or optical examination or treatment
« Would, as determined by the health authorities having jurisdiction or by a
health care provider, jeopardize the health of others by their presence on the
job because of exposure to a communicable disease
« Must be absent from duty for purposes relating to the adoption of a child,
including appointments with adoption agencies, social workers and
attorneys; court proceedings; required travel and any other activities
necessary to allow the adoption to proceed
«+ Cares for a family member with a serious health condition
« Provides care for a family member as a result of physical or mental illness, injury, pregnancy,
childbirth, or medical, dental or optical examination or treatment*
. Makes arrangements necessitated by the death of a family member or attends the funeral of a
family member*

* See section on “Sick Leave for Family Care or Bereavement Purposes ” for restrictions that
apply when using sick leave for family members for these purposes.

The table on the following page outlines the accrual rates for sick leave.

32



SICK LEAVE ACCRUAL RATES

WORK SCHEDULE ACCRUAL RATE PER PAY PERIOD
Full-time 4 hours per pay period
Part-time 1 hour per 20 hours in a pay status

Notifying Your Supervisor

When incapacitation or illness prevents you from reporting to work, you must inform your
immediate supervisor as soon as possible before the beginning of the work shift but not later than
within two hours of the start of the workday. You should provide the reason for your absence
and the time you expect to return to duty.

Advancing Sick Leave

While sick leave may be advanced, the amount of advanced sick leave may not exceed 240 hours
at any time. In order to be eligible for advance sick leave, you must exhaust all available sick
leave and there must be a reasonable assurance that you will return to duty and will work long
enough to repay the advanced leave.

Bone Marrow or Organ Donors

Federal employees electing to serve as bone marrow or organ donors are authorized additional
paid leave off from duty. Please contact your servicing HRO for additional guidance on this
subject.

Leave Transfer Program

The voluntary leave transfer program permits you to donate annual leave for the use of other
federal employees who will be in a non-pay status because of medical emergencies, either
personally or that of a family member.

Family Medical Leave Act (FMLA)

Permanent employees are entitled to twelve weeks of unpaid leave for any of the following
situations:

« Birth of a child

« Adoption of a child

. Serious personal medical condition

« Caring for a family member with a serious medical condition

If you are a permanent employee, the twelve weeks of unpaid leave are in addition to any other
types of leave granted. Additionally, you may substitute paid leave for any of the unpaid leave.
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Sick Leave for Family Care or Bereavement Purposes

You may use sick leave to provide care for a family member for a condition that would normally
justify use of sick leave if you were personally afflicted or to make arrangements necessitated by
the death of a family member or to attend the funeral of a family member. The definition of
family member includes:

« Spouse and parents thereof

« Children and spouses thereof

. Parents, brothers and sisters and spouses thereof

« Any individual related by blood or affinity whose close association with the employee is the

equivalent of a family relationship

A covered full-time employee may use up to 104 hours (13 workdays) of sick leave each leave
year for these purposes. Part-time employees and employees with uncommon tours of duty are
also covered, and the amount of sick leave permitted for family care and bereavement purposes
is pro-rated in proportion to the average number of hours of work in the employee's scheduled
tour of duty each week.

LEAVE WITHOUT PAY (LWOP)

You may request a temporary absence from duty in a non-pay status, and the request may be
granted only when your services can be spared without detriment to the work performed. The
authorization of LWOP is normally a matter of administrative discretion.

Mandatory vs. Discretionary Approval

You do not have a right to leave without pay except if you are: (1) a disabled veteran undergoing
medical treatment, or (2) authorized a leave of absence under FMLA, or (3) in a non-pay status
while receiving benefits under OWCP programs, or (4) a member of the National Guard or
reservists performing military duties. Additionally, activities are required by DoD to authorize
up to 90 days of LWOP to employed family members of transferring military or civilian
personnel for the purpose of seeking employment at their new duty stations.

Note: LWOP is an approved absence and should not be confused with unauthorized absence.
LWOP cannot be imposed as a penalty or used for disciplinary purposes.
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MILITARY LEAVE

If you are a member of the Armed Forces Reserve or the National Guard, you
are eligible for time off at full pay for active duty, inactive duty (weekend
drills) or military training.

Accrual Amount

Full-time employees accrue 15 days per fiscal year. Part-time employees
accrue military leave on a pro-rated basis; the rate is determined by dividing
40 into the number of regularly scheduled work hours. An employee can carry
over a maximum of 15 days into the next fiscal year.

Eligibility
Employees serving in permanent or term appointments who are
members of the armed forces reserve or the National Guard are
eligible for military leave. Temporary and intermittent employees are
not eligible.
If you are eligible for military leave, your LES should have a column
titled “Military Leave” in the “Leave” section of the LES. If you
believe you are entitled to military leave and you LES does not reflect
your belief, contact the HRO for resolution. For more detailed
/@ information on military leave and USERRA rights visit

L https://www.cnic.navy.mil/cnrse/HumanResourceOperations/Guardan

dReserve/index.htm

COURT LEAVE

This is the authorized absence from duty for jury duty or for serving as a witness in a non-official
capacity in a suit where the federal, state or local government is one of the parties.

Amount

There is no limitation on the amount of court leave you may be authorized. If you receive fees
for serving on jury duty, check with your comptroller to see if you may retain or if you must
surrender the fees to the comptroller.

Eligibility
All employees, except those who are employed on an intermittent basis, are entitled to court

leave for jury duty. If you are called to serve as a witness in a court, you may or may not be
eligible for court leave. You will need to check with your supervisor.

Appropriate Procedure for Requesting and Documenting

If you are summoned to attend court for service as a witness or in the capacity of serving on a
jury, you should notify your immediate supervisor as soon as possible by submitting a SF-71
supported by a copy of the summons. On return-to-duty from serving on jury duty, you will be
required to provide a certification of attendance verifying your jury duty.
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EXCUSED ABSENCE

An excused absence is an absence from duty administratively authorized without loss of pay and
without charge to leave. There must be legal or regulatory authority for absence from duty during
the basic workweek. The following are examples of appropriate situations to grant excused
absence:

Tardiness and Brief Absences

Infrequent tardiness or brief absences of less than one hour may be excused by your immediate
supervisor.

Registration and Voting

You may be excused for a reasonable time, when practicable to do so without seriously
interfering with operations, to vote or register in any elections or referenda on civic matters in
your community. In areas where polls are not open at least three hours, either before or after
your regular hours of work, an amount of excused time will be granted which will permit you to
report for work three hours after the polls open or leave work three hours before the polls close,
whichever requires the lesser amount of time off.

Blood Donation

If you donate blood, you may be granted excused absence to cover travel to and from the
donation site, the actual donation of blood, and recovery. This provision does not cover you if
you give blood for your own use or receive compensation for giving blood.

Employment Interviews

If you are competing for a position within the Department of Defense, you may be granted
excused absence for merit placement interviews. This provision does not cover travel time to job
searches and interviews outside the commuting area.

Counseling

Excused absence may be granted to permit you to attend the initial counseling session resulting
from a self-referral under the Civilian Employee Assistance Program (CEAP). You may elect to
use sick leave, annual leave, or leave without pay for subsequent visits.

Physical Examinations for Enlistment or Induction

You may be granted excused absence to undergo medical examinations required by appropriate
military authorities for enlistment or induction into the United States Armed Forces. This
provision does not cover travel time outside the commuting area or situations in which you
receive military compensation; can use military leave; or undergo additional tests, examinations,
or treatment for conditions discovered or suspected as a result of the examinations.

Attendance at Conferences or Conventions

You may be granted excused absence to attend conferences or conventions of professional
organizations when it is determined that attendance will serve the interests of the Government.
Such excusals are limited to 5 workdays per calendar year and should be limited to those
employees who officially represent the organization or participate in the program of the
conference or convention. Excusal is not authorized for attendance at conferences or conventions
of political parties or partisan political groups. Excused absence to attend union-sponsored
training or conventions is governed by terms of the applicable collective bargaining agreement.
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Conduct

In the workplace, the supervisor is responsible for clearly
establishing and communicating reasonable rules and standards
of professional conduct as well as consistently enforcing those
rules and standards. If you have questions about the rules and
standards for your work-site, ask your supervisor to clarify them.
If those rules or standards are violated, the supervisor is
responsible for taking appropriate administrative action against
the individual in question to include disciplinary or adverse action as necessary. Navy's policy
on discipline is corrective, not punitive, and it is usually progressive in its application. More to
the point, the focus of most disciplinary/adverse actions will be to correct the behavioral problem
and to identify and eliminate the cause(s) of that behavioral problem. When discipline is
required, the supervisor will use a standard table of offenses and recommended remedies to
determine a reasonable penalty for the offense. These penalties range from a letter of reprimand
to removal from federal service. They are listed below in order of severity (from least to most):

Letters of Reprimand

Suspensions from duty without pay
Demotions to a lower graded position
Removals from federal service

Non-disciplinary administrative actions that can be taken by a supervisor include oral
admonishments, warnings and counselings as well as written letters of caution. These actions are
usually not grievable. However, disciplinary and adverse actions can be grievable and/or
appealable depending on the type of action imposed. When a supervisor takes a
disciplinary/adverse action, he/she informs the employee of these conditions, ensures the
employee’s rights are provided and that the appropriate grievance procedures are followed. If you
have additional questions about your rights, you may wish to contact a Labor Relations
Specialist in HRO.

8 ATTIRE

= '/
C S\~ Most military bases do not have a prescribed standard of dress for civilians, but

L\zﬁ you are expected to dress in a customary and professional manner. In addition,

: ( it is important to follow guidelines and instructions pertaining to wearing of
‘ - safety shoes, safety glasses, and other safety equipment while working in

hazardous areas.
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SMOKING POLICY

The Department of the Navy has established a policy to create an environment that
supports the abstinence of tobacco products and provides for a healthy work
environment. Each activity has established a smoking policy for its employees.
Your supervisor can provide information concerning the designated smoking areas
at your activity or command.

Political Activity

THE HATCH ACT

\\ I Navy employees are covered by the Hatch Act that outlines examples of both

permissible and prohibited political activities. The following Do's and Don'ts
apply to employees up to the level of Senior Executive Service (SES). SES

7 N employees, administrative law judges, and members of board of contract appeals

Y should request clarification on further restrictions that may apply to their

particular situation. If you have questions concerning the appropriateness of certain political
activities, you should contact a labor relations specialist in your servicing HRO.

POLITICAL DO'S AND DON'TS FOR FEDERAL EMPLOYEES:

Political Do's

May be candidates for public office in nonpartisan elections.

May register and vote as they choose.

May assist in voter registration drives.

May express opinions about candidates and issues.

May contribute money to political organizations or attend political fund-raising functions.
May attend and be active at political rallies and meetings.

May join and be an active member of a political club or party.

May sign nominating petitions.

May campaign for or against referendum questions, constitutional amendments, and
municipal ordinances.

May campaign for or against candidates in partisan elections.

May make campaign speeches for candidates in partisan elections.

May distribute campaign literature in partisan elections.

May hold office in political clubs or parties.

Political Don'ts

. May not use their official authority or influence to interfere with an election.
« May not collect political contributions unless both individuals are members of the same

federal labor organization or employee organization and the one solicited is not a subordinate
employee.

. May not knowingly solicit or discourage the political activity of any person who has business

before the agency.

. May not engage in political activity while on duty.
« May not engage in political activity in a government office.
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. May not engage in political activity when wearing an official uniform.
« May not engage in political activity while using a government vehicle.
- May not solicit political contributions from the general public.

« May not wear political buttons on duty.

« May not be a candidate for public office in partisan elections.

Fitness for Duty Exams

Management usually orders fitness-for-duty examinations in the following situations:
« When an employee cannot meet the physical requirements of the work; or
« When a medical condition is causing a conduct or behavior problem

Some jobs in the government have medical standards or physical
requirements. If you occupy one of these positions and a question
arises concerning your capacity to meet these requirements, your
supervisor may require you to undergo a fitness-for-duty medical
examination. It may be ordered as a result of job-related
injuries/ilinesses or for reasons not related to the job. If the
examination shows you have a medical condition that appears to
impair your capabilities to safely and effectively complete work
assignments, your supervisor may opt to:

. Place you in another position that accommodates your medical condition/limitations; or
« Modify (temporarily or permanently) assignments and/or work environment

If accommodation is not feasible, the supervisor may be forced to take removal action for failure
to meet the physical requirements of the assigned position.

A fitness-for-duty examination may also be ordered before management takes disciplinary and/or

adverse action against an employee for unacceptable conduct or behavior if it appears that a
medical condition may be at the root of the problem.
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Drug Free Workplace

POLICY

Navy's policy for a drug-free workplace makes it a condition of
employment for all employees to refrain from using illegal drugs on or
off duty. Illegal drug use by any civilian employee of the Navy is

\ incompatible with the maintenance of high standards of conduct and
performance. Moreover, illegal drug use could adversely affect
personnel safety, risk damage to government and personal property, and
significantly impair day-to-day operations. Navy's policy is aimed at
identifying illegal drug users in order to maintain a safe, secure
workplace and efficient operation.

DRUG TESTING

Civilian employees may be subject to drug testing under the following conditions:

« When there is a reasonable suspicion that the employee uses illegal drugs;

. As part of an authorized examination regarding an accident or unsafe practice; or
« Asapart of or as a follow-up to counseling or rehabilitation for illegal drug use.

In addition, certain employees occupying specifically designated sensitive positions will be
subject to random drug testing. These are called Testing Designated Positions (TDP's).
Employees in this category will receive individual written notices that their positions have been
included in the activity random testing pool at least 30 days prior to actual testing. Employees
selected for or otherwise placed in a designated sensitive position will be subject to a drug test
prior to final selection/placement and to random testing thereafter. Any employee can volunteer
for random testing and will be included in the activity random testing pool.

Administering Drug Tests

All employees subject to testing shall be allowed to provide urine specimens in private except
when there is reason to believe the specimen will be altered. Employees will be given the
opportunity to declare the legitimate use of over-the-counter or prescription drugs prior to taking
a test. The Navy uses strict chain-of-custody procedures to ensure proper identification of the
specimen tested and that test results are handled in a confidential manner. Positive test results
from the laboratory will only be disclosed to a Medical Review Officer for verification and may
only be disclosed to the employee, the appropriate Civilian Employee Assistance Program
(CEAP) Administrator, and appropriate supervisory/management officials necessary to take
appropriate action.
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SAFE HARBOR

Employees who have a substance abuse problem are encouraged to seek assistance from their
activity Civilian Employee Assistance Program (CEAP). Employees who voluntarily identify
themselves to their supervisor or other appropriate management official as users of illegal drugs,
prior to being so identified by other means, and who seek counseling and/or rehabilitation
assistance, will not be subject to disciplinary action for their prior drug use. This is referred to as
safe harbor. It is important to note that once an employee is officially informed of an impending
drug test, the employee is no longer eligible for safe harbor.

RESULTS OF NON-COMPLIANCE

All employees are expected to comply with Navy's policy and refrain from drug use.
Disciplinary action up to and including removal from federal service will be initiated for the first
failure to remain drug-free or refusal to submit to a drug test. Removal action will be initiated for
any employee upon a second positive test result, failing to refrain from illegal drug use after
counseling and/or rehabilitation, or adulterating or substituting a specimen.

Civilian Employee Assistance Program

The Civilian Employee Assistance Program (CEAP) is
available to assist you in overcoming any performance or
conduct deficiencies caused by misuse of drugs or alcohol or
by other personal problems. The program is also available to
your family members who have personal problems that may
have an adverse effect upon your work performance. You may
voluntarily contact CEAP regarding any personal problem. In
some cases management can mandate a CEAP appointment
while the employee is on the clock. Your supervisor or the
CEAP administrator in your local HRO can provide the CEAP
provider's name and telephone number.
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Equal Employment Opportunity

NAVY'S POLICY

Navy's policy for the Equal Employment Opportunity (EEO) program
exists to ensure each civilian employee and applicant is afforded the
opportunity to excel without regard to his or her race, color, national
origin, religion, sex, age, disability, or sexual orientation. This policy
outlines management and employee responsibilities and a complaint
process to use in the event of perceived non-compliance with the policy.

Management has the responsibility to:

« Promote equal employment opportunity for all persons in the workplace

« Provide maximum opportunities at all levels of the organization

. Eliminate any real or perceived barriers that may deny that opportunity

- Focus on hiring and maintaining a work force that reflects our diverse population

« Provide a work environment free of discrimination and harassment of any kind, as well as
empower employees with the means necessary to reach their full potential

Employees also have the responsibility to:

« Maintain sensitivity to the cultural differences among members of the work force and value
their contributions

. Treat each other with decency and respect

Non-compliance with the EEO program policy normally is considered some form of
discrimination. If you feel you have been discriminated against on the basis of race, color,
national origin, religion, sex, age, disability, sexual orientation or reprisal for past participation in
EEO activities, you may contact an EEO counselor at your servicing HRO to make a complaint.
This must be done within 45 days of the incident or of learning of the incident. The counselor
will try to resolve the matter. If it is not resolved, you will be advised of your rights to pursue
the matter and the time frames that are allowed. As with all forms of employee grievances and
complaints, it's Navy goal to resolve these matter as quickly and efficiently as possible by using
alternate dispute resolution (ADR) methods.

COMPLAINTS BY CIVILIANS ALLEGING SEXUAL HARASSMENT

Sexual harassment is a violation of Department of the Navy (DON) and Equal Employment
Opportunity Commission regulations. On-duty or off-duty behavior that affects the military
workplace may also be considered to be sexual harassment. Sexual harassment is demoralizing
and negatively impacts our productivity and professionalism, and is never acceptable behavior.

Most DOD Civilians have 2 avenues for filing complaints of sexual harassment. They may
utilize: (1) U.S. Code Title (10 USC), Section 1561 Investigations by Commanding officers
concerning allegations of Sexual Harassment, and/or (2) Code of Federal Regulations Title 29
(29 CFR) Part 1614 - The Equal Employment Opportunity Commission's (EEOC) regulations on
Equal Employment. Your Servicing EEO office can provide additional information upon
request.
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Grievances and Resolving Them

GRIEVANCES
Basically, a grievance is any complaint, by

. Any employee on any matter concerning his/her employment (including EEO based issues);
or

« Any claimed violation of the labor-management agreement and request for relief by
one or more bargaining unit employees or the labor union on behalf of bargaining unit
employees.

Employees have the right to be treated equitably, present grievances,
receive prompt consideration and a fair decision, have a
representative, and be free from restraint, coercion, discrimination, or
reprisal.

RESOLVING GRIEVANCES AND COMPLAINTS

The table on the following page lists seven major avenues of redress
available to employees. In addition to these redress processes, the
Navy has alternative dispute resolution (ADR) methods to resolve
complaints and grievances. ADR includes activities such as
mediation, conciliation, early neutral inquiry, settlement conference,
interest-based negotiation, and arbitration. The goal in using one or more of these methods is to
resolve complaints and problems early to avoid lengthy and costly investigations and litigation.
ADR is designed to resolve employee-employer disputes in a way that is more efficient and more
effective than traditional, adversarial methods of dispute resolution.
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AVENUES OF REDRESS

TYPE

DESCRIPTION

EEO Complaint

Allegations of discrimination or sexual harassment.

FLSA
Complaint

Allegations of violations of the Fair Labor Standards
Act.
Example: uncompensated overtime.

Administrative
Grievance System

DOD system for non-bargaining unit employees to
grieve working conditions, adverse actions, work

(AGS) relationships, application of personnel policies.
Negotiated System for bargaining unit employees to grieve
Grievance issues specified in the negotiated agreement.
Procedure

Position Complaints about the classification and pay level
Classification assigned to the employee’s position.

Appeal

Merit Systems The MSPB appeal system covers non-bargaining
Protection Board unit and in some cases bargaining unit employees
(MSPB) Appeal who appeal significant personnel actions such as

reduction-in-force (RIF), suspensions exceeding 14
days, demotions and removals.

The Office of Special Counsel (OSC)
hears Whistleblower Disclosures and
Allegations of Prohibited Personnel
Practices

OSC hears disclosures that show: a violation of law,
rule or regulation; gross mismanagement; gross
waste of funds; abuse of authority; or a substantial
and specific danger to public health or safety.
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Military Customs

When working on a military base there are practices
and customs you should be aware of and practice.

FLAG ETIQUETTE

If you hear someone say, it's time for morning or
evening colors, that means they are raising or
lowering the flag. Members of the armed services
have carried out this ceremony with reverence and
care for two centuries. Regulations and etiquette
require that if you are walking within view or
earshot of the ceremony, you should stop, face the direction of the flag, and place your hand over
your heart. Men, if you're wearing a hat, take it off with your right hand and place it over your
heart. If you happen to be driving, stop your car safely at the side of the road. You and your
passengers should sit quietly until the ceremony is over. If you are inside working, you may
continue to work.

MILITARY DATES/TIME

Dates

Military dates are normally written with the day proceeding the month, i.e., 31 December 1999.
Military time is another concept which is unigue to the Department of Defense. You would be
well served to master the concept as quickly as possible. Co-workers, visitors, and callers will
assume you understand military time when communicating with you.

Time

The military clock begins after midnight and continues for 24 hours until the following midnight.
The civilian time of 1:00 a.m. is expressed as zero-one hundred (0100) etc. If your boss stated
that you are to report for duty at 0730 (zero seven-thirty) you are to report at 7:30 a.m. Noon in
military time 1200 (twelve hundred hours); 1:00 p.m. is 1300 (1200 noon plus one hour); 2:00
p.m. is 1400 (noon plus two hours); 11:30 p.m. is 2330 (noon plus 11 and one-half hours), etc.

Military Ranks

You will be routinely meeting/dealing with military members. Charts of military insignias are
posted on the enclosed document.
i

ranks
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Recreation

FACILITIES, OPPORTUNITIES AND EVENTS

The Morale, Welfare and Recreation Office (MWR)
has a wide range of facilities, equipment,
opportunities and events available to you. The
facilities and availability vary among locations, so
check with your local MWR for up-to-date
information. You may contact all MWR offices by
phone, and most can be accessed via the Internet from
the local activity's homepage.

INFORMATION, TICKETS AND TOURS

Most MWR offices also operate an Information,
Ticket and Tours Office (ITT) that offers discounts on
tickets to area tourist attractions, professional sporting
events, trips, travel packages and discount passbooks to area businesses. Check your activity
phone book for your local ITT Office phone number.

TRAVEL

The Scheduled Airline Traffic Offices (SATQO), located on most bases,
offer a full range of travel services for both official and leisure travel
and serve military and civilian personnel. SATO offers services
related to air and rail travel, rental cars and travel on cruise lines
(some discounted). For information and reservations, call 1-800-
USA-SATO. SATO is open 24 hours a day.

FEDERAL EMPLOYEE EDUCATION ASSISTANCE (FEEA)

Federal Employee Educational Assistance awards college scholarships
exclusively to federal and postal employees and their family members.
The FEEA scholarship program is primarily sponsored by employee
contributions to CFC. The amount of money donated in each region
directly determines how many scholarships will be awarded in that area.
FEEA scholarship applications are available from January through April
each year. During those months, the application will appear on the FEEA
homepage for downloading. (See below for web site address.)
Applications are due in May, and awards are made in August in time for
the fall school term. Awards range from $300 to $1,500. Eligible applicants include current
civilian employees with at least three years of federal service and their dependent family
members (children and spouses). For more information, visit the FEEA website at
http://www.feea.org/.
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Information Addresses

Civilian Benefits Information Center

Employment and Salary Verification

Employee Benefits Information System

(EBIS)

Federal Employment

Health Insurance (FEHB)

Long Term Care (LTC) Insurance

Life Insurance (FEGLI)

Leave and Earnings Statement (LES)

Personnel Information (Topical)

Retirement

Thrift Savings Plan

Workers’ Compensation

www.public.navy.mil/donhr/Benefits

www.theworknumber.com

www.public.navy.mil/donhr/Benefits/ebis

www.usajobs.opm.gov

www.opm.gov/insure/health

www.opm.gov/insure/ltc

www.opm.gov/insure/life

mypay.dfas.mil

www.opm.gov

www.public.navy.mil/donhr/Benefits/retirement

WwWw.tsp.gov

www.dol.gov/owcp/dfec/
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Helpful Phone Numbers

Jacksonville Office
All Functions

FRCSE Office
All Functions

Mayport Office
All Functions

Kings Bay Office
Operations
Labor and Employee Relations
EEO

Key West Office
All Functions

Charleston Office
Operations
Labor and Employee Relations
EEO

Gulfport/Pascagoula Office
All Functions

Roosevelt Roads Office
All Functions

Guantanamo Bay Office
All Functions

CNRSE HUMAN RESOURCES OFFICE

Program Manager
General Information
EEO

DSN 942/COMM (904) 542
3252

DSN 942/COMM (904) 542
3117

DSN 960/COMM (904) 270
5271

DSN 573/COMM (912) 673
4791

3557/4834

4721

DSN 483/COMM (305) 293
2438/2783

DSN 794/COMM (843) 764
4300, Extension 10

4300, Extension 12

4300, Extension 14/15

DSN 868/COMM (228) 871
2301

DSN 831/COMM (787) 865-4362

DSN 564-8857 or 723-3960
Ext 4430/4441 COMM(011) 5399-4822

DSN 942/COMM (904) 542
2801
5802
2407

RETIREMENT AND BENEFITS COUNSELING

Human Resources Service Center, Southeast

1-877-854-3461/3462
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CIVILIAN EMPLOYEE ASSISTANCE PROGRAM
For customers serviced by HRO Jacksonville
Offices located in Jacksonville, Mayport,

Kings Bay, and Key West 1-877-865-1674
Charleston Office (843) 577-9057/761-6036
Gulfport Office (228) 871-2581
Guantanamo Bay Office (011) 5399-4209
Roosevelt Roads Office (787) 865-4384

PASS AND ID (IDENTIFICATION BADGES AND VEHICLE REGISTRATION)
Naval Air Station, Jacksonville (904) 542-4529

Naval Station, Mayport (904) 270-5585

Naval Submarine Base, KingsBay (912) 573-1180

Naval Air Station, Key West (305) 293-2803

Naval Weapons Station, Charleston (843) 764-4231/743-0405
Naval Construction Battalion Center, Gulfport (228) 871-2470

Naval Station Pascagoula (228) 761-2017

Naval Station Guantanamo Bay (011) 5399-3730

Naval Station Roosevelt Roads (787) 865-4108
MORALE, WELFARE AND RECREATION (MWR)

Naval Air Station, Jacksonville (904) 542-3111

Naval Station, Mayport (904) 270-5228

Naval Submarine Base, Kings Bay (912) 573-2538

Naval Air Station, Key West 1-888-KEYS MWR
Naval Weapons Station, Charleston (843) 764-7601

Naval Construction Battalion Center, Gulfport (228) 871-2231

Naval Station Pascagoula (228) 761-2097/769-4396
Naval Station Guantanamo Bay (011) 5399-5255

Naval Station Roosevelt Roads (787) 865-4281
INFORMATION AND TICKET AND TOURS (ITT)

Naval Air Station, Jacksonville (904) 542-3318

Naval Station, Mayport (904) 270-5145

Naval Submarine Base, Kings Bay (912) 573-2289

Naval Air Station, Key West (305) 293-4433

Naval Weapons Station, Charleston (843) 764-7601

Naval Construction Battalion Center, Gulfport (228) 871-2231

Naval Station Pascagoula (228) 761-2432

Naval Station Guantanamo Bay (011) 5399-5225

Naval Station Roosevelt Roads (787) 865-4757

SATO 1-800-USA-SATO

DOD HOTLINE 1-800-424-9098

LOCAL HOTLINE Refer to Activity Directory
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Acronyms

Note: This is a general listing of commonly used acronyms. It does not include names for
individual local activities.

A

AAA - Authorized Accounting Activity

ABBR - Abbreviations

ACAT - Automated Information System Catalog
ACC - Accounting Category Code

ACO - Administrative Contracting Officer or Administrative Control Officer
ACT - Action

ACTL - Actual

ACTY - Activity

AD /IS - Automated Data / Information System
ADP - Automated Data Processing

ADPE - Automated Data Processing Equipment
ADS - Automated Data System

AFIS - Armed Forces Information System

AG - Activity Group

AGR - Active Guard Reserve

AG / SAG - Activity Group / Subordinate Activity Group
Al - Awaiting Instruction

AIM - Authoring Instructional Materials

AIS - Automated Information System

AOB - Average on Board

AOMS - Automated Office Management System
APADE - NAVSUP Procurement Support System
APCF - Automated Program Change File

APO - Army/Air Force Post Office

ARMS - Automation Resources Management System
ASAP - As Soon As Possible

ASDP - Abbreviated System Decision Paper

AST - Advanced Software Technology

ATF - Aviation Training Form

AV-3M - Aviation Maintenance and Material Management
AWOL - Absent Without Leave

B

BCAS - Base Contracting Automated System
BEQ - Bachelor Enlisted Quarters

BOQ - Bachelor Officer Quarters

BPR - Business Process Re-engineering
BRAC - Base Realignment and Consolidation
BSC - Billet Sequence Code

BTW - By the way

BUMED - Bureau of Medicine and Surgery
BUPERS - Bureau of Naval Personnel
BUPERS DSS - BUPERS Decision Support System
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CAC - Cost Account Code or Customer Assistance Center

CAI - Computer Assisted Instruction

CALC - Calculation

CAP - Computer Acquisition Program or Capacity

CATS - Consolidated Area Telephone System

CBT - Computer Based Training

CCAMS - Contract Administration Monitoring System

CD - Compact Disk

CDO - Command Duty Officer

CFR - Code of Federal Regulations

CFY - Current Fiscal Year

CHG - Change

CHGBL, CHARG - Chargeable

CHNAVPERS - Chief of Naval Personnel

CF - carried forward

CFY - Current Fiscal Year

CHARG - Chargeable

CHG - Change

CHGBL - Chargeable

CHSS - CNET Headquarters Support System

CIM - Corporate Information Management

CIMP - Component Information Management Plan

CIN - Course Identification Number

CINLANTFLT - Commander in Chief, U.S. Atlantic Fleet
CINCPACFLT - Commander in Chief, U.S. Pacific Fleet

CISO - Curriculum Instruction Standards Officer

CLS - Class

CMIP - Common Management Information Protocol

CMO - Consolidated Mess Open

CNATRA - Chief of Naval Air Training

CNET - Chief of Naval Education & Training

CNO - Chief of Naval Operations

CNP - Chief of Naval Personnel

CNTECHTRA - Chief of Naval Technical Training

CNTT - Chief of Naval Technical Training

CO - Commanding Officer

COB - Close of Business or By Close of Business
COMNAVAIRLANT - Commander, Naval Air Force, US Atlantic Fleet
COMNAVAIRPAC - Commander, Naval Air Force, US Pacific Fleet
COMNAVAIRRESFOR - Commander, Naval Air Reserve Forces
COMNAVMEDCOM - Commander, Naval Medical Command
COMNAVRESFOR - Commander, Naval Reserve Forces
COMNAVSECGRU - Commander, Naval Security Group
COMNAVSURFRESFOR- Commander, Naval Surface Reserve Forces
COMTRALANT - Commander, Training Command, U.S. Atlantic Fleet
COMTRAPAC - Commander, Training Command, U.S. Pacific Fleet
CONT - Continue, Continuance

CONUS - Continental United States
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CONYV - Convene

CORMIS - Corrections Management Information System
COTR - Contract Officer Technical Representative
COTS - Commercial Off-the-Shelf (software)

CPATS - CNET Program Automated Tracking System
CPI - Civilian Personnel Instruction

CPD - Corporate Personnel Data

CPMS - Civilian Personnel Management System

CPU - Central Processing Unit of a computer

CRS - Course

CRSE - Course

CSC - Customer Service Center

CUM - Cumulative

CY - Calendar Year

D

DASN CP/EEO - Deputy Assistant Secretary of the Navy for Civilian Personnel and EEO
DBMS - Data Base Management System

DCN - Document Control Number

DCNO - Deputy Chief of Naval Operations

DCPDS - Defense Civilian Personnel Data System (formerly NCPDS)
DCTN - Defense Commercial Telecommunications Network
DDDS - Defense Data Dictionary System

DDI - Distributed Data Interface

DDN - Defense Data Network

DEPT - Department

DFAS - Defense Finance Accounting Service

DIl - Defense Information Infrastructure

DISA - Defense Information Systems Agency

DISN - Defense Information System Network

DITSO - Defense Information Technology Services Organization
DJMS - Defense Joint Military Pay System

DMDC - Defense Manpower Data Center

DMRD - Defense Management Report Decision

DMS - Defense Messaging System

DOB - Date of Birth

DOD - Department of Defense

The DOD Medical Examination Review Board

DON - Department of the Navy

DP - Data Processing

DPVS - Distributed Plain Language Address Verification System
DRM - Data Resource Management

DRMO - Defense Reutilization Materials Officer

DSN - Defense Switched Network

DT - Date

DTD - Data Type Document

E
EDM - DOD Enterprise Data Model
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EDP - Electronic Data Processing

EDPE - Electronic Data Processing Equipment
EEO - Equal Employment Opportunity

EFT - Electronic Funds Transfer

ENL - Enlisted

ENR - Enrolled, Enroliments

ENROL - Enrolled, Enrollments

EOF - End of File

EPMAC - Enlisted Personnel Management Center
EQUIV - Equivalent

ESC - Executive Steering Committee

ETH - Ethnic

EXCP - Exception

EXCEP- Exception

F

FA - Functional Analysis

FACMIS - Facilities Management Information System
FACSO - Facilities Systems Office

FAS - Field Advisory Service

FASO - Fleet Aviation Specialized Operations
FDDI - Fiber Distributed Data Interface

FEMA - Federal Emergency Management Agency
FIPS - Federal Information Processing Standard
FORNAT - Foreign National

4GL - 4th Generation Computer Language

FPI - Functional Process Improvement

FPM - Federal Personnel Manual

FRAMP - Fleet Replacement Aviation Maintenance Programs
FREQ - Frequency

FRS - Financial Reporting System

FSP - Family Support Programs

FTS - Federal Telephone Service

FTS 2000 - Federal Telecommunication Services
FY - Fiscal Year

FYTD - Fiscal Year To Date

G

GAO - Government Accounting Office
GMT - General Military Training

GRP - Group

GSA - General Services Administration

H

HDR - Header

HSETC - Health Sciences Education and Training Command
HOR - Home of Record

HRO - Human Resources Office

HROC - DON Human Resources Operations Center

HRSC - Human Resources Service Center
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I

IAW - In Accordance With

I-CASE - Integrated Computer Aided Software Engineering
IEEE - Institute of Electrical and Electronics Engineers

IGOSS - Industry and Government Open Systems Specification
IMSS - Inventory Management Support System

INFOSEC - Information System Security

INIT - Initial

IRE - Information Resource Encyclopedia

IRM - Information Resources Management

IS - Information Systems

ISDN - Integrated Services Digital Network

ISO - International Standards Organization

ITM - Information Technology Manager

IW / INFOSEC - Information Warfare / Information System Security

J

JAG - Judge Advocate General

JPATS-TIMS - Joint Primary Aviation Training System - Training Integration
Management System

JPATS - Joint Primary Aviation Training System

JCALS - Joint Continuous Acquisition and Life Cycle Support

JCS - Joint Chiefs of Staff

JS - Joint Service

K
kb - Kilobit / Kilobyte
kb/s - Kilobits / Kilobytes per second

L

LAN - Local Area Network

LCM - Life Cycle Management
LDM - Logical Data Model

LEN - Length

LES - Leave and Earnings Statement
LWOP - Leave without Pay
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M

MACS - Material Acquisition and Control System
MATSG-90 - Marine Aviation Training Support Group 90
MAX - Maximum

MENS - Mission Element Needs Statement

Micro/Minor - Micro Computer and Minor Systems
MILNET - Military Network

MIN - Minimum

MOB - Mobilization

MOI - Method of Instruction

MOS - Military Occupational Specialty Code or Months
MP - Manpower and Personnel

MPM-21 - Military Personnel Management 21st Century
MSS - Management Support System

MTF - Message Text Format

MTIP - Maintenance Training Improvement Program (Aviation)
MUD - Manpower Utilization Documentation

N

NAS - Naval Air Station

NATC - Naval Air Training Command

NATRACOM - Naval Air Training Command
NAVAIRSYSCOM - Naval Air Systems Command
NAVAVMAINTOFF - Naval Aviation Maintenance Office
NAVCIPS - Navy Civilian Payroll System

NAVCOMPT - Navy Comptroller

NAVDAC - Naval Data Automation Center

NAVDAF - Naval Data Automation Facility
NAVEDTRACOM - Naval Education and Training Command
NAVFAC - Naval Facilities Engineering Command
NAVGMSCOL - Guided Missile School

NAVMAC - Navy Manpower Analysis Center

NAVMASSO - Naval Maintenance and Supply System
NAVNET - Navy Network

NAVSCIPS - Navy Standard Civilian Payroll System
NAVSEA - Naval Sea Systems

NAVSEASYSCOM - Naval Sea Systems Command
NAVSUP - Naval Supply Systems Command

NAVTIS - Naval Training Information System

NAWCTSD - Naval Air Warfare Center, Training Systems Division
NBR - Number

NBS - National Bureau of Standards

NCTC - Naval Computer and Telecommunications Command
NCTS - Naval Computer & Telecommunications Station (formerly NARDAC)
NDOD - Non-Department of Defense

NEC - Navy Enlisted Classification

NES - Navy Enlisted (personnel) System

NETC - Naval Education and Training Center

NETSAFA - Naval Education and Training Security Assistance Field Activity
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NETTAP - Naval Education and Training Technical Architecture Plan
NEURS - Navy Energy Utilization Reporting System
NFQT - Nuclear Field Qualifications Test

NHBS - Navy Headquarters Budgeting System

NHPS - Navy Headquarters Programming System

NIF - Navy Industrial Funded

NISMC - Naval Information System Management Center
NIST - National Institute of Standards and Technology
NJP - Non Judicial Punishment

NJROTC - Navy Junior Reserve Officer Training Corps
NJUMS - NJROTC Unit Management System

NMRS - Navy Manpower Requirements System

NO - Number

NOBC - Navy Officer Billet Classification Code
NON-DOD - Non-Department of Defense

NPRDC - Navy Personnel Research and Development Center
NPS - No Prior Service

NROTC - Navy Reserve Officer Training Corps

NSIPS - Navy Standard Integrated Personnel System
NSWSES - Naval Ship Weapons Systems Engineering
NTC - Navy Training Center

NTQMS - Navy Training Quota Management System
NTRS - Navy Training Reservations System

NTTC - Naval Technical Training Center

NUI - Not Under Instruction

NUM - Number

o

O&MN - Operations and Maintenance, Navy

OCS - Officer Candidate School

ODA- Organization Data Administrator

ODIS - On-Line Distribution System

OFF - Officer

OIC - Officer in Charge

OJT - On the Job Training

OPM - U.S. Office of Personnel Management

OPN - Other Procurement, Navy

OPNAV - From the Office of CNO or Operations, Navy
OPTAR - Operating Target

OSD - Office of the Secretary of Defense

OTS - Officer Training School

OTT - Office of Training, Technology Database

OUSD (P&R) - Office of Under Secretary of Defense (Personnel & Readiness)

P
PAO - Public Affairs Office(r)
PAOB - Planned Average on Board
PC - Personal Computer

PCDP - Pipeline CDP
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PCT - Percent

PEBD - Pay Entry Base Date

PFY - Previous Fiscal Year

PIR - Problem Investigation Request
PKG - Package

POA&M - Plan of Actions & Milestones
POC - Point of Contact

POD - Plan of the Day or Print On Demand
POM - Program Objectives Memorandum
POV - Privately Owned Vehicle

POW - Plan of the Week

PRO ID - Process Identification Code
PRD - Projected Rotation Date

PRT - Physical Readiness Training

PSD -& Personnel Support Detachment

Q
QA - Quality Assurance

QUADS - Quality Document System

QMB / TECH - Technology Quality Management Board

QOL / QOLA - Quiality of Life, Quality of Life Advisory Committee
QSC - Quota Status Code

QSI - Quality Step Increase

R

R & D - Research & Development

RADO - Reserve Active Duty Obligation

RAM - Random Access Memory

RCN - Report Control Number

RDBMS - Relational Data Base Management System
RIF - Reduction In Force

RFP - Request For Proposal

RM - Reports Manual or VTS Il Resource Management
RMS - Resources Management System

ROT - Rotation

RPN - Reserve Personnel, Navy

RTC - Recruit Training Command

RTN - Routing Transit Number

S

SAC - Student Action Code

SAG - Sub-Activity Group

SALTS - Steamlined Automated Logistics Transmission System
SAM - Sea-Air Mariner

SBACK - Setback

SCI - Special Course Indicator

SCN - Student Control Number

SCO - Santa Cruz Operations

SCR - System Change Request
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SDCD - Sea Duty Commencement Date

SDN - Standard Document Number

SNDL - Standard Navy Distribution List

SDP - System Decision Paper

SDS - Source Data System

SEA - Senior Enlisted Academy / Senior Enlisted Advisor

SEAMIS - NAVSEA Training Equipment and Support Management System
SECNAV - Secretary of the Navy

SEE - Software Engineering Environment

SELRES - Selective Reservist

SERV SUPP - Service Support Code

SK - Storekeeper

SNA - System Network Architecture

SNAP - Shipboard Non-tactical ADP System

SNMP - Simple Network Management Protocol

SPLICE - Stock Point Logistic Integrated Communications Environment
SSN - Social Security Number

SSP - Strategic Systems Programs

STARS-FL - Standard Accounting and Recording System - Field Level
STBK - Setback

T
TA - Task Analysis

TAD - Temporarily Assigned Duty

TAP - Technical Architecture Plans

TAFIM - Technical Architecture for Information Management
TAG - Training Assessment Group

TAR - Training and Administration of Reserves

TC - Type Course

TCN - Transaction Control Number

TCP / IP - Transmission Control Protocol / Internet Protocol
TELMIS - Telephone Management Information System
TEVS - Training and Evaluation System

TFMMS - Total Force Manpower Management System

TIC - Training Indicator Code

TPLS - Technical Publications Library System

TQL - Total Quality Leadership

TQM - Total Quality Management

TRITRAFAC - Trident Training Facility

TSB - Technical Support Branch

TQL - Total Quality Leadership

U

UA - Unauthorized Absence

UADPS-SP - Uniform Automated Data Processing System for Navy Stock Parts
UCMJ - Uniform Code of Military Justice

UDP - User Datagram Protocol

Ul - Under Instruction

UIC - Unit Identification Code
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UM - User Manual

UMIDS - Uniform Microcomputer Disbursing System
UML - Upper Management Limit

UNIX - a type of operating system (not an acronym)
US - United States

USA - United States Army

USAF - United States Air Force

USAR - United States Army Reserve

U.S.C. - U.S. Code

USCG - United States Coast Guard

USMC - United States Marine Corp

USMCR - United States Marine Corp Reserves
USN - United States Navy, Active

USNA - United States Naval Academy

USNR - United States Naval Reserves

USNR-R - United States Naval Reserves, Inactive

Vv

VAI - Video Assisted Instruction

VI - Visual Information

VR - Very Respectfully

VRA - Voice Recognition Application

w

WAN - Wide Area Network

WATS - Wide-Area Telecommunication System
WCN - Work Control Number

WO - Warrant Officer

WSN - WANG Systems Networking

WVD - Waived

WWW - World Wide Web

X
XO - Executive Officer

Y

YOB - Year of Birth
YTD - Year to Date
YR - Year

Z
ZIP - Zone Improvement Plan
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